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1. LIST OF ACRONYMS AND ABBREVIATIONS

“CEO” Chief Executive Officer;

“DIO” Deputy Information Officer;

“10” Information Officer;

“Minister” Minister of Justice and Constitutional Development;

“PAIA” Promotion of Access to Information Act No. 2 of 2000 (as amended);
“POPIA” Protection of Personal Information Act No. 4 of 2013;

“Regulator” Information Regulator; and

“Republic” Republic of South Africa.

2. PURPOSE OF PAIA MANUAL

This PAIA Manual is useful for the public to—

2.1

2.2

2.3

24

2.5

2.6

2.7
2.8

2.9

check the categories of records held by the body which are available without a person having to
submit a formal PAIA request;

have a sufficient understanding of how to make a request for access to a record of the body, by
providing a description of the subjects on which the body holds records and the categories of
records held on each subject;

know the description of the records of the body which are available in accordance with any other
legislation;
access all the relevant contact details of the Information Officer who will assist the public with the

records they intend to access;

know the description of the guide on how to use PAIA, as updated by the Regulator, and how to
obtain access to it;

know if the body will process personal information, the purpose of processing of personal
information and the description of the categories of data subjects and of the information or
categories of information relating thereto;

know the recipients or categories of recipients to whom the personal information may be supplied;

know if the body has planned to transfer or process personal information outside the Republic of
South Africa and the recipients or categories of recipients to whom the personal information may be
supplied; and

know whether the body has appropriate security measures to ensure the confidentiality, integrity and
availability of the personal information which is to be processed.
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3. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF YELLOW LEMON
MEDIA PTY LTD

3.1 Information Officer

Name: Luther van der Watt

Designation: Head of the body / Information Officer
Tel: 082 878 6213

Email: luther@yellowlemonmedia.co.za

3.2 Deputy Information Officer

Yellow Lemon Media Pty Ltd has not designated a separate Deputy Information Officer. The Information
Officer named in paragraph 3.1 attends to all requests for access to information and related PAIA and
POPIA matters.

3.3 Access to Information — General Contacts

Email: luther@yellowlemonmedia.co.za

3.4 Head Office

Postal Address: Unit 5B Highveld Office Park, Charles De Gaulle Crescent, Highveld,
Centurion, 0157

Physical Address: Unit 5B Highveld Office Park, Charles De Gaulle Crescent, Highveld,
Centurion, 0157

Telephone: 082 878 6213

Email: luther@yellowlemonmedia.co.za

Website: https://lwww.yellowlemonmedia.co.za

4. GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE

4.1 The Regulator has, in terms of section 10(1) of PAIA, as amended, updated and made available the
revised Guide on how to use PAIA (“Guide”), in an easily comprehensible form and manner, as may
reasonably be required by a person who wishes to exercise any right contemplated in PAIA and
POPIA.

4.2 The Guide is available in each of the official languages and in braille.
4.3 The aforesaid Guide contains the description of—
4.3.1the objects of PAIA and POPIA,

4.3.2the postal and street address, phone and fax number and, if available, electronic mail address
of the Information Officer of every public body, and every Deputy Information Officer of every
public and private body designated in terms of section 17(1) of PAIA and section 56 of POPIA;
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4.3.3the manner and form of a request for access to a record of a public body contemplated in
section 11, and access to a record of a private body contemplated in section 50;

4.3.4the assistance available from the Information Officer of a public body in terms of PAIA and
POPIA;

4.3.5the assistance available from the Regulator in terms of PAIA and POPIA,;

4.3.6all remedies in law available regarding an act or failure to act in respect of a right or duty
conferred or imposed by PAIA and POPIA, including the manner of lodging an internal appeal,
a complaint to the Regulator, and an application with a court against a decision by the
information officer of a public body, a decision on internal appeal, a decision by the Regulator
or a decision of the head of a private body;

4.3.7the provisions of sections 14 and 51 requiring a public body and private body, respectively, to
compile a manual, and how to obtain access to a manual;

4.3.8the provisions of sections 15 and 52 providing for the voluntary disclosure of categories of
records by a public body and private body, respectively;

4.3.9the notices issued in terms of sections 22 and 54 regarding fees to be paid in relation to
requests for access; and

4.3.10the regulations made in terms of section 92.

Members of the public can inspect or make copies of the Guide from the offices of the public and
private bodies, including the office of the Regulator, during normal working hours.

The Guide can also be obtained upon request to the Information Officer, and from the website of the
Regulator (https://inforegulator.org.za).

A copy of the Guide is also available in the following two official languages, for public inspection
during normal office hours: English and Afrikaans.

5. CATEGORIES OF RECORDS AVAILABLE WITHOUT A PERSON HAVING TO
REQUEST ACCESS

The following categories of records held by Yellow Lemon Media Pty Ltd are available without a person
having to submit a formal PAIA request. These records may be accessed on the company website or
obtained on request by telephone or email.

Category of .
Types of Record On Website On Request
Records
Company Company profile, “About Us”, service offering and X X
information contact details
Portfolio & Published work, showreels, photographs and X X
showreel promotional samples
Marketing Brochures, advertisements and social media content X X
material produced by the company about itself
X
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Standard service | General terms of engagement and quotation request
terms forms

PAIA Manual This PAIA Manual X X

6. RECORDS AVAILABLE IN ACCORDANCE WITH ANY OTHER LEGISLATION

The records listed below are created and held by Yellow Lemon Media Pty Ltd in accordance with other
South African legislation. Access to these records remains subject to the relevant legislation and the
grounds for refusal under PAIA.

Category of Records Applicable Legislation

Memorandum of Incorporation, share Companies Act 71 of 2008
register, statutory and company
records

Financial statements and accounting Companies Act 71 of 2008

records
Income tax, VAT and related tax Tax Administration Act 28 of 2011; Value-Added Tax Act 89 of 1991;
records Income Tax Act 58 of 1962

Employee and payroll records, PAYE, | Basic Conditions of Employment Act 75 of 1997; Labour Relations Act
UIF and SDL records 66 of 1995; Unemployment Insurance Act 63 of 2001; Skills
Development Levies Act 9 of 1999

Occupational health and safety Occupational Health and Safety Act 85 of 1993
records

Records relating to the processing of Protection of Personal Information Act 4 of 2013
personal information

PAIA Manual Promotion of Access to Information Act 2 of 2000

7. SUBJECTS AND CATEGORIES OF RECORDS HELD BY YELLOW LEMON
MEDIA PTY LTD

The subjects on which the company holds records, and the categories of records held on each subject,
are described below.

Subject Categories of Records

Corporate & statutory Memorandum of Incorporation, CIPC filings, share register, director and
shareholder records, board and company resolutions

Finance & tax Invoices, quotations, financial statements, management accounts, bank
records, VAT and tax records, asset register

Human resources
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Employment contracts, payroll and remuneration records, leave
records, disciplinary records, training records

Clients & projects Client briefs, service agreements, proposals, project files, creative
assets, raw and edited media, delivery records

Suppliers & service providers Supplier and contractor agreements, freelancer details, purchase
records
Marketing Marketing and promotional material, mailing and contact lists, social

media records

Information technology & data System and access records, data backups, IT service agreements

8. PROCESSING OF PERSONAL INFORMATION

8.1 Purpose of Processing Personal Information

Yellow Lemon Media Pty Ltd processes personal information for the following purposes: the provision of
media production, videography, photography, design, marketing and related creative services; client
onboarding and relationship management; the preparation of quotations, invoicing and the collection of
payments; the management of suppliers, contractors and freelancers; human resources and payroll
administration; compliance with legal and regulatory obligations; and the marketing of the company’s own
services.

8.2 Categories of Data Subjects and the Information Relating Thereto

Categories of Data Subjects Personal Information that may be Processed

Customers / Clients Name, contact details, physical and postal address, company
registration or identity number, VAT number, billing and bank details,
project and correspondence records

Prospective clients Name, contact details and enquiry information

Service providers, suppliers & Name, registration or identity number, VAT number, address, contact
freelancers details, bank details and contract terms

Employees Name, contact details, identity number, address, qualifications, banking

details, remuneration, tax and statutory records, gender and race (for
statutory reporting)

Individuals appearing in media Images, video and audio recordings and related personal information
content processed in the course of producing content for clients

8.3 Recipients or Categories of Recipients to whom Personal Information may be Supplied

Category of Personal Information Recipients or Categories of Recipients
Tax, payroll and statutory information South African Revenue Service (SARS); UIF and other statutory
authorities
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Banking and payment information The company’s banks and financial institutions
Accounting, payroll and bookkeeping The company’s external accountants, auditors and payroll service
information providers

Records stored or processed electronically | Reputable cloud, email, file-storage, backup and marketing
service providers

Information required by law Courts, regulators and law-enforcement agencies, where legally
required
Project and media content The relevant client for whom the content is produced

8.4 Planned Transborder Flows of Personal Information

Yellow Lemon Media Pty Ltd uses reputable cloud-based service providers for functions such as email,
file storage, data backup and marketing. The servers of these providers may be located outside the
Republic of South Africa, and personal information may therefore be transferred to or stored in other
countries. Any such transborder transfer is carried out subject to safeguards consistent with section 72 of
POPIA, including ensuring that the recipient is bound by laws, binding corporate rules or agreements that
provide an adequate level of protection for the personal information.

8.5 Security Measures to Ensure Confidentiality, Integrity and Availability

Yellow Lemon Media Pty Ltd has implemented, or is in the process of implementing, appropriate technical
and organisational measures to protect personal information. These measures include, among others:
password protection and access controls; restricting access to personal information to authorised persons
only; antivirus and anti-malware software; firewalls; data encryption where appropriate; secure and
regular data backups; and confidentiality undertakings by employees and contractors. These measures
are reviewed and updated from time to time.

9. AVAILABILITY OF THE MANUAL

9.1 A copy of this Manual is available—
9.1.10n the company website at https://www.yellowlemonmedia.co.za;

9.1.2at the head office of Yellow Lemon Media Pty Ltd for public inspection during normal business
hours;

9.1.3to any person upon request and upon the payment of a reasonable prescribed fee; and
9.1.4to the Information Regulator upon request.

9.2 A fee for a copy of the Manual, as contemplated in Annexure B of the Regulations, shall be payable
per each A4-size photocopy made.

10. UPDATING OF THE MANUAL

The head of Yellow Lemon Media Pty Ltd will, on a regular basis, update this Manual to reflect any
changes to the company’s information, records or legislative requirements.
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Issued by:

Luther van der Watt

Information Officer (Head of the body)
Yellow Lemon Media Pty Ltd

Date: 24 June 2026
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ANNEXURE A - FORM 2: REQUEST FOR ACCESS TO RECORD

FORM 2
REQUEST FOR ACCESS TO RECORD

[Regulation 7 of the Promotion of Access to Information Regulations, 2021]

NOTE: 1. Proof of identity must be attached by the requester. 2. If a request is made on behalf of another person, proof of such
authorisation must be attached to this form.

TO: The Information Officer Yellow Lemon Media Pty Ltd

Address Unit 5B Highveld Office Park, Charles De Gaulle Crescent, Highveld,
Centurion, 0157

E-mail address luther@yellowlemonmedia.co.za

[[] Request is made in my own name  [_] Request is made on behalf of another person

A. PERSONAL INFORMATION OF REQUESTER

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 Tel (B): Fax: Cellular:

B. PARTICULARS OF PERSON ON WHOSE BEHALF REQUEST IS MADE (IF APPLICABLE)

Full Names
Identity Number
Postal Address
Street Address
E-mail Address

Contact Numbers Tel (B): Fax: Cellular:

C. PARTICULARS OF RECORD REQUESTED

Description of record or relevant part of the
record

Reference number, if available
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Any further particulars of record

D. TYPE OF RECORD (MARK THE APPLICABLE BOX WITH AN “X”)

[] Record is in written or printed form
[] Record comprises virtual images (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

E. FORM OF ACCESS (MARK THE APPLICABLE BOX WITH AN “X”)

[] Printed copy of record (including copies of virtual images, transcriptions and information held electronically)
[] written or printed transcription of virtual images

[] Transcription of soundtrack (written or printed document)

[] Copy of record on flash drive

[] Copy of record on compact disc

[] Copy of record saved on cloud storage server

F. MANNER OF ACCESS (MARK THE APPLICABLE BOX WITH AN “X”)

[[] Personal inspection of record at registered address of the body
[] Postal services to postal address [] Postal services to street address [_] Courier service to street address

[] Facsimile of information in written or printed format [_] E-mail of information [] Cloud share / file transfer

Preferred language (if the record is not
available in the language you prefer,
access may be granted in the language in
which it is available)

G. PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

Indicate which right is to be exercised or
protected

Explain why the record is required for the
exercise or protection of the
aforementioned right

(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 depends on the form in which access is required and the reasonable time required to search
for and prepare the record. (d) If you qualify for exemption from payment of any fee, please state the reason below.

Reason for exemption (if applicable)

You will be notified in writing whether your request has been approved or denied and, if approved, the costs relating to your
request, if any. Preferred manner of correspondence:

[] Postal address [] Facsimile [] Electronic communication (specify):

Signed at this day of 20
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Signature of Requester / person on whose behalf the request is made

FOR OFFICIAL USE

Reference number

Request received by (rank, name and
surname of Information Officer)

Date received
Access fees
Deposit (if any)

Signature of Information Officer
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ANNEXURE B - PAIA FEES (PRIVATE BODIES)

The following fees are prescribed in Annexure B to the Promotion of Access to Information Regulations,
2021, and apply to requests for access to records of a private body.

Item  Description Amount
1 The request fee payable by every requester R140.00
2 Photocopy of an A4-size page R2.00 per page or part thereof
3 Printed copy of an A4-size page R2.00 per page or part thereof
4 For a copy in computer-readable form on a flash drive (provided by R40.00 (flash drive)
requester); or a compact disc — if provided by requester / if provided to | R40.00 (CD by requester)
requester R60.00 (CD to requester)
5 For a transcription of visual images, per A4-size page To be outsourced — charged per

quotation from the service provider

6 Copy of visual images To be outsourced — charged per
guotation from the service provider

7 Transcription of an audio record, per Ad-size page R30.00

8 Copy of an audio record on a flash drive (provided by requester); or a R40.00 (flash drive)
compact disc — if provided by requester / if provided to requester R40.00 (CD by requester)
R60.00 (CD to requester)

9 To search for and prepare the record for disclosure, for each hour or R145.00 per hour or part of an
part of an hour (excluding the first hour) reasonably required for such hour
search and preparation

10 Deposit (if the search exceeds six hours) One third of the total amount per
request, calculated in terms of
items 2 to 8

11 Postage, e-mail or any other electronic transfer Actual expense, if any

Fees are subject to amendment by the Minister by notice in the Government Gazette. The amounts above reflect the fees in force
at the date of this Manual.

Yellow Lemon Media Pty Ltd | Unit 5B Highveld Office Park, Charles De Gaulle Crescent, Highveld, Centurion, 0157 | Reg No: 2019/452303/07 | VAT Page 12
No: 4400308377 | Tel: 082 878 6213 | www.yellowlemonmedia.co.za of 12



	PAIA MANUAL
	1. List of Acronyms and Abbreviations
	2. Purpose of PAIA Manual
	3. Key Contact Details for Access to Information of Yellow Lemon Media Pty Ltd
	3.1 Information Officer
	3.2 Deputy Information Officer
	3.3 Access to Information – General Contacts
	3.4 Head Office

	4. Guide on How to Use PAIA and How to Obtain Access to the Guide
	5. Categories of Records Available Without a Person Having to Request Access
	6. Records Available in Accordance with Any Other Legislation
	7. Subjects and Categories of Records Held by Yellow Lemon Media Pty Ltd
	8. Processing of Personal Information
	8.1 Purpose of Processing Personal Information
	8.2 Categories of Data Subjects and the Information Relating Thereto
	8.3 Recipients or Categories of Recipients to whom Personal Information may be Supplied
	8.4 Planned Transborder Flows of Personal Information
	8.5 Security Measures to Ensure Confidentiality, Integrity and Availability

	9. Availability of the Manual
	10. Updating of the Manual
	Annexure A – Form 2: Request for Access to Record
	Annexure B – PAIA Fees (Private Bodies)


