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1. OVERVIEW
With the entrenchment of the right to access information under section 32 of the Constitution of the Republic of South Africa, 

everyone is afforded the right of access to any information held by the state; or held by any other person that is to be used for 

the protection of or the exercise of any right.

In order to give effect to section 32 of the Constitution, the Promotion of Access to Information Act (“the Act”) was approved by 

Parliament on 2 February 2000 and came into effect on 9 March 2001.

The motivation for giving effect to the right of access to information is to foster a culture of transparency and accountability in 

both public and private bodies, and to promote a society in which the people of South Africa have effective access to information 

to enable them to fully exercise and protect all their rights. 

Every organisation is required to compile a manual as a guide for requesters.  The manual describes the procedure to be followed 

when requesting records from the National Treasury. In compliance with the Act, the National Treasury has prepared this manual 

to facilitate the public’s access to information held by the National Treasury.

This manual is published in accordance with section 14 of the Act.

2. PURPOSE

The purpose of this manual is to:

1.  Inform the public of the structure and functions of NT.

2.  Inform the public on how to obtain access to records held by the National Treasury thus giving effect to section 14 of the Act.

National Treasury’s Information Officer is the Director-General. He has designated Deputy Information Officers managing daily 

requests to National Treasury’s records in terms of the Act.
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3. CONTACT DETAILS OF INFORMATION
OFFICER AND DEPUTY INFORMATION
OFFICERS FOR THE NATIONAL TREASURY

To request access to National Treasury’s records in terms of the Act, you should complete the request form enclosed in Annexure 

A and address it to the Information Officer.

RESPONSIBILITIES PHONE FAX EMAIL

Information Officer:
Mr 

012 315 5151 paia@treasury.gov.za

Deputy Information Officer:
Stadi Mngomezulu

012 315 5133 paia@treasury.gov.za

Deputy Information Officer:
Talent Mtungwa

012 315 5517 n/a paia@treasury.gov.za

Deputy Information Officer:
Ditshego Magoro

012 315 5102 n/a paia@treasury.gov.za

PHYSICAL ADDRESS POSTAL ADDRESS

40 Church Square  |  PRETORIA  |  0002 National Treasury  |  Private Bag x115  |  PRETORIA  |  0001

4. NATIONAL TREASURY’S RECORDS

4.1 CATEGORIES OF RECORDS AUTOMATICALLY AVAILABLE

Section 15 (1) of PAIA requires institutions to list those records which are automatically available. Automatically available records 

are usually not of sensitive nature. Most records which fall into this category of information are available on the National Treasury 

website, www.treasury.gov.za., and do not require a formal process to be accessed.

The categories of these automatically available records are include:

• Ministry of Finance

• Information about the Ministry

• Minister of Finance Profile

• Deputy Minister of Finance Profile

• National Treasury information

• Role of National Treasury

• Director-General’s Profile

• Organisational Structure

• Budget information

• National Budget

• Provincial Budget

• Medium Terms Budget Policy Statement
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• Tender Information

 • Tender Adverts

 • Designated Sectors Information and Documents

 • Transversal Tenders / Contracts/ Requests for Proposals/ Requests for Information/ Expression of Interest 

 • Publication of Bidders

 • Finalised Contracts

 • Information on Tenders Awarded 

 • Supplier Database Registration

 

• Investor Relations

 • Auctions 

 • Market Data and Information 

 • Economic Data 

 • Policy Documents 

 • Registration or Restoration of Deregistered Companies

• Banking sector

• Communication and Media

 • Press Releases

 • Speeches

 • Presentations

 • Events Calendar

 • Contacts

• Publications

 • Parliamentary Questions

 • Intergovernmental Fiscal Reviews

 • Tax Statistics

 • Annual Reports

 • Provincial In-Year Publications

 • Strategic Plans

 • Annual Performance Plans

• Treasury guidelines

• Legislation

 • PFMA (http://ntintranet/legislation/pfma)

 • MFMA (http://mfma.treasury.gov.za) 

 • Other Acts

 • Bills

 • Draft Bills

• Technical Indicator Descriptions

• RSA Retail Bonds www.rsaretailbonds.gov.za
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4.2 CATEGORIES OF RECORDS NOT AUTOMATICALLY AVAILABLE

4.2.1 The following categories of records are not automatically available.  

According to the PAIA, these records should be made available on request from members of the public following set or 

determined procedures as set out in this manual, however discloser of such may be refused if it is covered by grounds for 

refusal in terms of chapter 4 of the act.

 

For the purpose of facilitating a request in terms of the Act, the subjects on which the National Treasury holds records and the 

categories of records held on each subject are as follows:

4.2.1.1 Records on daily operations or core functions and agreements relating to the following 
categories:

 • National Treasury’s internal investigation files

 • Corporate law cases and related correspondence

 • Litigation cases and related correspondence

 • Directives, resolutions and instructions of Exco

 • Agreements with any of the external stakeholders be it any individual, government or Administration

 • Rental Agreements, Title Deeds, Mortgage Bonds and Notarial Bonds Relating to Movable and Immovable 

Property

 • Memorandums of Understanding

 • Information Library

 • Public Private Partnerships

 • Parliamentary Questions

 • Tenders

 • Legislative Oversight

 • Engagement with other Entities

 • Projects

4.2.1.2 Media Liaison & Communications

 • Communication Strategy 

 • Government Communications Initiatives

 • Public Liaison

 • Parliamentary Matters

4.2.1.3 Internal Audit Function

 Reports on following audits

 • Regularity Audits

 • Performance Audits

 • IT Audits

 • Compliance Audits

 • Forensics Audits

 • Minutes and reports of the Audit Committee

4.2.1.4  Chief Risk Officer

 • Enterprise Risk Management (ERM)

 • ERM Framework

 • Risk Registers

 • Audit Findings
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 • Business Continuity Management (BCM)

 • BCM Plans

 • Fraud & Corruption Management

 • Investigation Reports

 • Security Management

 • Physical Security

 • Information Security

 • Personnel Security

 •  Emergency Management

 •  Facilities Management

 • Property Acquisition and Building Maintenance

 • Housekeeping 

 • Mail house and Reproduction

 • Fleet Management 

 • Parking Management

 • Switchboard

4.2.1.5  Corporate Services 

 4.2.1.5.1 Strategic Projects and Support

 • Records Management

 • Records Keeping Policy & Procedures

 • Physical Files Database

 • Approved File Plan

 • Disposal of Records

 • Promotion of Access to Information

 • Project Support

 • Implemented Projects

 • Knowledge Management

 • Business Processes

 • Enterprise Content Matters

 • Communities of Practice

 • Document Tracking System

 4.2.1 5.2 Human Resources

 • Legislation and Procedures

 • Personnel Files

 • Contracts, Conditions of Service and Other Agreements

 • Statutory Employee Records

 • Pension Fund Records  

 • Employee Wellness Records

 • Employee Payments and Benefits

 • Correspondence with Internal and External Parties



6 Section 14 Manual on Promotion of Access to Information Act  |  2000

 • Minutes of Staff, Exco and Audit Committee

 • Posts Control

 • Recruitment, Selection and Placement

 • Training and Development

 • Performance Management and Evaluation

 • Staff Control

 • Labour Relations

 • Internships

 • Bursaries

 4.2.1.5.3  Chief Financial Officer

 Financial and accounting records relating to the following categories:

 • Bank Account Records

 • Books of Account and Financial Statements

 • Annual Budget and Corporate Plans as Provided for in the Public Finance Management Act, 1999 

(Act No. 1 Of 1999)

 • VAT (Value Added Tax) and Pay As You Earn (PAYE) records

 • Accounting Records

 • Asset Registers

 • Tender and Bid Documentation

 • Service Level Agreements (SLA) with Suppliers 

 • Internal Budget Management

 • Policy Development and Internal Control

 • Management Accounting

 • Financial Accounting

 • Expenditure and Revenue Management

 • Personnel Remuneration and Debtor Management

 • Policy (Including Procedures, Circulars and Instruction) 

 • Supply Chain Management

 4.2.1.5.4  Information Communications Technology

 • Policies

 • Enterprise Architecture Planning

 • Acquisition & implementation of ICT systems

 • Delivery & Support of ICT Services

 • Contracts

 • Projects

 • Licenses

 • Reports

4.2.2  International & Regional Economic Policy

4.2.2.1  Multilateral Development Banks & Concessional Finance

 • Multilateral Development Banks

 • International Organisations

 • Global Development Policy
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4.2.2.2  Africa Economic Integration

 • Southern African Customs Union (SACU)

 • Southern African Development Communities (SADC)

 • Africa Continental

4.2.2.3  Global and Emerging Markets

 • Brazil, Russia, India, China, South Africa (BRICS)

 • Group of 20 (G20)

 • International Financial Architecture

4.2.2.4  Country and Thematic Analysis

 • Country Analysis

 • Thematic Analysis

4.2.3  Chief Procurement Officer

4.2.3.1 Transversal Contracting

 • Internal Procedure Matters

 •  Technical Assistance to Government Institutions

 •  Strategic Sourcing Projects / Industry Analysis

 •  Contract Management Compliance

4.2.3.2 SCM Policy, Norms and Standards

 • Specifications and Guidelines

 • Norms and Standards

 • Contract Management

4.2.3.3 Strategic Procurement

 • Research

 • State Procurement System

 • Socio-Economic Objectives

4.2.3.4 Strategic Sourcing Practices

 • Development

 • Implementation

4.2.3.5 SCM Stakeholder Management 

 • SCM Stakeholder information
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4.2.3.6 SCM Information, Communication and Technology 

 • Policy Matters

 • ICT Operational Matters

 • Procurement Systems Architecture

 • ICT Governance (Policy, Procedures, Standards etc)

 • Supplier information

 • Master System plans

 • Audit Results

4.2.3.7 SCM Governance, Monitoring and Compliance

 • Governance

 • Monitoring and Compliance

4.2.4 Tax & Financial Sector Policy 

4.2.4.1  Financial Sector Development 

 • Market Conduct

 • Financial Sector Development

 • Financial Inclusion

4.2.4.2  Financial Services 

 • Investor Member Protection 

 • Saving and Insurance Services

 • Retirement Funds

4.2.4.3 Financial Stability 

 • Prudential Regulation

 • Financial Stability

 • Financial Markets and Competitiveness

4.2.4.4 Economic Tax Analysis 

 • Bio-Diversity Tax Incentives

 • Carbon Taxation

 • Clean development mechanism & Certified Emissions Reductions - Exemption

 • Clean Technology Fund

 • Climate Change Finance & Negotiations

 • Department of Environmental Affairs Mintech (Environment Meetings)

 • Environmental Fiscal Reform Policy 

 • Electricity Generation Levy

 • Emissions Trading

 • Energy Efficiency Savings Incentives

 • Fuel Taxes

 • Green Economy 

 • Incandescent Globe Tax
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 • Interdepartmental Task Team on Energy

 • Motor Vehicle Tax Reforms

 • Taxation Laws amendment Bill Lab Committee

4.2.4.5  Legal Tax Design

 • Taxation Laws Amendment Bill

 • Business Taxes

 • International Taxes

 • Personal Income Tax

 • Indirect Taxes

4.2.5 Office of the Accountant General 

4.2.5.1 Capacity Building

4.2.5.2  MFMA Implementation

 • Regulations issued in terms of the MFMA

 • MFMA Circulars

 • MFMA Compliance reports

 • Agendas, presentations, resolutions and minutes of MFMA Coordination Meetings

 • MFMA Helpdesk questions and answers database

 • Financial Management Capability Maturity Model Assessment Reports

 • MFMA Ratios and sustainability assessment reports 

 • Publications - support Material, Calendars, Booklets

 • Municipal Financial Recovery Plans and related information 

 • National Treasury response letters to municipalities in terms of section 46 of the MFMA relating to Municipal 

Borrowings

 • National Treasury response letters to municipalities in terms of section 33 of the MFMA relating to long term 

contracts which impose financial obligations on municipalities beyond three years

 • National Treasury response letters to municipalities in terms of section 170 of the MFMA relating to requests for 

exemptions or condonation for non-compliance with the provisions of the MFMA or any its regulations

 • Formal Exemptions Notices signed and issued by the Minister of Finance

 • Financial Management Grant spending and performance information and reports 

4.2.5.3 Accounting Support & Reporting 

 • National Revenue Fund & Reconstruction & Development Programme

 • Finance & admin cluster

 • central government cluster

 • Economic Cluster, Justice & Protection Services Cluster

 • Social Services Cluster

 • Local Government Supports

4.2.5.4 Internal Audit Support

 • Departmental Reviews And Reports

 • Audit Committee Reports

 • Chief Audit Executive (CAE) Forum Minutes

 • Requests/Queries/Responses

 • Institute of Internal Auditors
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 • External Quality Assurance: National

 • Support Plans

 • Memorandum of Understanding (MOUs)  with institutions

 • State of Readiness Review

 • Research Documents (reports, questionnaires and responses)

4.2.5.5 Risk Management Support

 • National Government Support

 • Provincial Government Support 

 • Local Government Support

 • Ad-Hoc/Projects

 • Professional Institutions

 • Parliament Matters

 • Legislation

 • General Reports 

 • Local Government Database

 • Provincial Government Support

4.2.5.6 Technical Support Services

 • Annual Financial Statements

 • Frameworks

 • Generally Recognised Accounting Practice (GRAP)

 • IPSAS Standards

 • Financial Management Policies

 • Treasury Instructions

 • Technical Committee

4.2.5.7 Governance Monitoring and Compliance

 • PFMA Support

 • Treasury Norms and Standards

 • Delegations of Authority

 • Interpretation and application of the PFMA, Treasury Regulations and Treasury Instructions through guidelines 

and circulars on Financial Management Capability Maturity Model

 • Cabinet Memo on Audit Outcomes 

 • Reports on Financial Management Improvement

 • Participation in the working group on Financial Misconduct Financial Misconduct Reports

 • National Treasury Participation in the Anti-Corruption Coordination Committee

 • PFMA coordination forums

 • Parliamentary Matters

 • Transversal Matters

 • Reports on payments to suppliers within 30 days

 • Compliance Framework

 • Cost containment 

4.2.5.8 Specialised Audit Services

 • Performance Auditing

 • Forensic Investigations
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4.2.5.9 Financial Systems Integration (BAS, LOGIS, PERSAL and VULINDLELA

 • Systems Design Records

 • Systems Change Control Requests

 • Systems Manuals

 • Training Manuals

 • Audit Log Files

 • Annual Systems Audit Reports

4.2.6 Budget Office

4.2.6.1  Public Finance Statistics

 • Cabinet, Its Committees and Commissions: Meetings

 • National Accounts

 • Provincial Accounts

 • Wider Public Sector

 • Government Finance Statistics

4.2.6.2 Expenditure Planning

 • Main Budget Allocation Process

 • National Budget 

 • Budget Reform 

 • Medium Term Planning

4.2.6.3 International Development Coordination

4.2.6.4 Fiscal Policy

 • Fiscal Framework

 • Expenditure analysis

 • Macro-Economic Balances and Savings

 • Analysis of Financial Indicator Reports

 • Structural Budget Balance (SSB)

 • Sundries

 • Personnel Policy

 • Fiscal Block: Expenditure

 • Fiscal Block: Public Sector Borrowing Requirement (PSBR)

4.2.6.5 Public Entities Governance Unit

 • General Personnel Finance

 • General Governance Matters

4.2.6.6 Public Sector Remuneration Unit

 • Civil and Military Pensions

 • Public Sector Remuneration and Forecasting
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4.2.7 Public Finance 

4.2.7.1 Administrative Services

 • The Presidency

 • Expenditure Management

 • Budget

 • Adjusted Estimates of National Expenditure (AENE)

4.2.7.2 Economic Services

 • Economic services and infrastructure

 • Policy analysis and support

 • Public entities: financial and related matters

 • Financial and related matters for the following Departments

 • Agriculture & Fisheries

 • Environmental Affairs 

 • Rural Development Land Affairs

 • Minerals Resources

 • Science & Technology

 • Trade and Industry

 • Public Enterprises

 • Tourism

 • Economic Development Department

 • Small Business Development

4.2.7.3 Health and Social Development Services

 • Department of Health

 • HIV/AIDS

 • Social Development

 • Intergovernmental Activities

 • Grant Systems and Administration

4.2.7.4 Education and Related Departments and Labour

 • Arts and Culture

 • Basic Education

 • Higher Education

 • Labour

 • Sports and Recreation

4.2.7.5 Protection Services

 • Integrated Justice Cluster

 • Correctional Services

 • Justice and Constitutional Development

 • State Security
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 • Crime Intelligence SAPS

 • Independent Complaints Directorate

 • Safety and Security

4.2.7.6 Urban Development and Infrastructure

 • Department of  Telecommunications and Postal Services

 • Department of Human Settlements

 • Department of Energy

 • Department of Transport

 • Department of Water and Sanitation

 • Department of Cooperative Governance and Traditional Affairs

4.2.8  Intergovernmental Relations (IGR)

4.2.8.1  Local Government Budget Analysis

 • Financial Policy

 • Budget Monitoring

 • Financial Management Grants

 • Restructuring Grants

4.2.8.2 Intergovernmental Policy and Planning

 • Intergovernmental Fiscal Framework

 • Financial and Fiscal Commission

 • Statistics SA

 • Intergovernmental Fiscal Review

 • Intergovernmental Meetings

4.2.8.3 Provincial and Local Government Infrastructure

 • Infrastructure Monitoring System

 • Monitoring and Reporting

 • Infrastructure delivery improvement programme (IDIP)7

 • Local government infrastructure

4.2.8.4 Provincial Budget Analysis

 • Budget documentation

 • Correspondence to provinces

 • Correspondence to national departments

 • Division of revenue

 • Conditional grants

4.2.8.5 Neighbourhood Development Programme

 • Grant Finance

 • Budgets

 • Conditional Grants & Technical Assistance  transfers
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 • Payment Schedules – Safety Web, CFO, IGR

 • Programme

 • Projects – 18 Municipalities (Key Clients), Planning, Infrastructure, Implementation & Precinct Management

4.2.8.6  Economic Policy

 • Periodic Report

 • Templates

 • Research

 • Capacity Building

 • Modelling and Forecasting

4.2.8.7  Assets & Liability Management 

 4.2.8.7.1 Sectoral Oversight

 • Appointment on Boards 

 • Energy Sector

 • Defence Sector

 • Transport Sector

 • Telecommunications Sector

 • Water Sector

 • General Sector

 4.2.8.7.2 Liability Management

 • Bond Issuances, Switches and Buybacks

 • Primary Dealership

 • Securities Listing

 • Annual Securities Disclosure Fillings

 • Investor Relations Program

 • Debt Management

 • Back Office Operations

 4.2.8.7.3 Financial Operations

 • Systems Integration

 • Cash Management

 • Richtersveld

 • Accounting and Information

 4.2.8.7.4 Strategy and Risk Management

 • Market Risk

 • Country Risk

 • Credit Risk

 4.2.8.7.5 Governance and Financial Analysis

 • Corporate Governance

 • Investment Analysis
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 • Development Finance Institutions

 • Treasury Operations

5. HOW TO OBTAIN ACCESS TO RECORDS   
 HELD BY NATIONAL TREASURY

The following steps have been designed to ensure that your request for access to records or information held by National 

Treasury is processed expediently and efficiently.

5.1 PRELIMINARY STEPS

Requesters should first consider whether the information or record they require is under National Treasury’s control. Requests for 

records or information that are most likely to be held or be under the control of another body should be directed to that body. 

Requests to National Treasury for records that might possibly be referred to or  held by another body, may delay the response 

to your request. Information can also be viewed on the National Treasury’s website at www.treasury.gov.za to ensure that the 

information requested is not publicly available.

5.2 HOW TO MAKE A REQUEST

If the required records are not available on the National Treasury website, the requester should complete the prescribed form. 

A copy of the form is attached to the manual as (Form A) Appendix 1.

If the person requesting the records or information is unable to read or write, or has a disability, he / she can make an oral request 

for the records or information. The National Treasury will assist people who are unable to read or write or have a disability by 

completing the prescribed form on their behalf. A copy of the request written before copy will be given to the individual who 

submitted the request.

Each section of the form contains instructions which should be followed exactly in order to ensure all relevant information is 

captured to minimise delays.

Requests may also be made telephonically to the National Treasury. Such requests may be directed to the Deputy Information 

Officers on the contact information provided in this manual. Individuals making any requests may be directed to lodge it formally 

depending on the nature of telephonic request which was made.

5.3 NATURE OF REQUEST

The requester must indicate if the request is for a copy of the record or if the requester wants to personally examine the record 

at the offices of the National Treasury; if the record is not a document, it can be viewed in the requested form, where possible.

Requesters should be given access to records in their preferred format provided the format does exist.  However, this will not 

apply if it would unreasonably interfere with the running of the National Treasury, damage the record or infringe a copyright not 

owned by the state. If, for practical reasons, access cannot be given in the required form but in an alternate manner, then the fee 

must be calculated according to the initial format.

If the requester is asking for the information on behalf of someone, the capacity in which the request is being made should be 

indicated. To prevent abuse of the Act, the National Treasury reserves the right to ask for proof of authority to make the request 

on behalf of another.
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If in addition to a written reply to a request for a record, a requester asks to be notified by another method, regarding the 

decision, e.g. telephone, this must be indicated on the form.

5.4 WHERE TO SUBMIT THE REQUEST

Requests for records should be submitted to the Deputy Information Officers. Contact details can be found on page 3 of the Manual.

5.5 PRESCRIBED FEES

Imposed fees are required in terms of section 54 of the PAIA. A fee schedule is attached to this manual. Fees are paid at the 

inception of a request and thereafter, fees are incurred for search processes and reproduction costs. Certain categories of persons 

are exempted from paying fees. These categories include those who qualify on the basis of their annual income and those who 

are requesting personal information. The regulation relating to the exemption from fees is attached to this manual. 

Persons who are requesting personal information about themselves or their minor children do not have to pay a request fee. All 

other persons have to pay the request fee of R35, 00 per request. 

If a request is granted, then a further access or search fee is required. This fee is calculated in terms of the rates fixed in the 

attached regulation. Fees are charged for time spent searching for the record and preparing and / or reproducing the record/s.

The prescribed fees must be paid in cash, by postal order or by cheque to the cashier residing in the National Treasury premises 

at, 240 Madiba Street, Pretoria. The Information Officer will notify the requester (other than a personal requester) to pay the 

prescribed fee (if any) before further processing the request. Where a request is made by post, no cash amounts should 

accompany the request. Where applicable, the requests must be accompanied by either a cheque or postal order. A period of 

seven working days must be allowed for the clearance of a cheque before the request can be processed.

The requester may lodge an internal appeal, where appropriate, or an application to the court against the tender or payment 

of the request fee.

5.6 BANKING DETAILS FOR APPLICATION

Account name: National Treasury

Bank:  ABSA

Bank branch: Van der Walt Street

Branch code: 632005

Account number: 405 236 8632

Reference : 08033281

Please fax / email us the proof of payment to fax no.: 012 395 5354 or paia@treasury.gov.za

5.7 TAKING A DECISION ON THE REQUEST
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All requests for access to records will be considered and the granting and refusal thereof will be in line with the provisions of 

the Act. The Information Officer is required to take the decision on your request within 30 days of receipt of your request, failing 

which the request is deemed to have been refused.

Access to a record can be given if

• The requester has complied with all the procedural requirements in the Act relating to the request for access to that record 

that is:

 • The request is properly made on the prescribed form;

 • Proof of authority has been furnished if the requester is making the request on behalf of another;

 • The record requested is sufficiently described to enable the Information officer to identify it;

 • The prescribed fees have been paid; and

 • Access to the record is not refused on one or more grounds of refusal specified in the Act, which fall into the  

following categories;

 • Mandatory protection of privacy of third party who is a natural person;

 • Mandatory protection of certain records of South African Revenue Services;

 • Mandatory protection of commercial information of third party;

 • Mandatory protection of certain confidential information, and protection of certain other confidential information, of 

third party;

 • Mandatory protection of safety of individuals, and protection of property;

 • Mandatory protection of police dockets in bail proceedings, and protection of law enforcement and legal proceedings;

 • Mandatory protection of records privileged from production in legal proceedings;

 • Defence, security and international relations of Republic;

 • Economic interests and financial welfare of Republic and commercial activities of public bodies; 

 • Mandatory protection of research information of third party, and protection of research information of public body;

 • Operations of public bodies; and

 • Manifestly frivolous or vexatious requests or substantial and unreasonable diversion of resources.

5.8 APPEAL A DECISION

In a case where the request is refused, the requester will be entitled to lodge an internal appeal against the decision taken by the 

Information Officer, with the Minister of Finance who is the appeal authority.

5.9 MANNER OF APPEAL AND FEES

An appeal must be lodged on the prescribed form (Appendix 3) within the prescribed period. The prescribed periods are as follows:

• Within 60 days

• If notice to a third party is required, within 30 days after notice is given to the appellant of the decision appealed  

against; or if notice to the appellant is not required, after the decision was taken.

The appeal must be delivered or sent to the appeal authority of the National Treasury at the address provided on page 4 of this manual.

The appeal must identify the subject of the appeal and clearly state the reasons for the internal appeal, including any other 

relevant information known to the appellant.

Should the appellant wish to be notified in any other form than a written reply, he / she must state that manner and provide the 

necessary particularsIf applicable, the prescribed appeal fees must be paid.  If the prescribed appeal fee is payable in respect of 

an appeal, the decision on the appeal may be deferred until the fee is paid.

Should the requester not be satisfied with the decision of the Relevant Authority, he / she may apply to Court for relief. On 
hearing such an application the Court may grant a just and equitable order including –
• Confirming, amending or setting aside the decision that is the subject of the application;
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• Requiring the Information Officer to take some action or to refrain from taking such action as the court considers  

necessary within the period mentioned in the order;

• Granting an interdict, interim or specific relief, a declaratory order or compensation; or

• Costs.

5.10 REMEDIES FOR NON-COMPLIANCE WITH THE PROVISIONS OF 
THE ACT 

• The aggrieved party has the right to approach the courts for relief where they are dissatisfied with the imposition of fees, the 

time frames within which they received a response from the Commission, or with a decision to refuse access in part or fully.

• The aggrieved party can at present institute proceedings in the High Courts and Magistrates Courts of South Africa for a 

resolution of their grievances.

5.11 AVAILABILITY OF THIS MANUAL

• The manual is available in English and can be obtainable at the National Treasury Offices and electronically on the website.

• Translated versions of the manual are not yet available, but every attempt will be made to assist a requester in the language 

of choice.

5.12  UPDATING OF THIS MANUAL

This manual will be reviewed annually or as and when required.

5.13 RECORDS THAT CANNOT BE FOUND

Requestors have the right to receive a response on affidavit for records which cannot reasonably be located, but to which a 

requestor would have had access had the record been available.

5.14  DISPOSAL OF RECORDS

The National Treasury reserves the right to lawfully dispose of certain records in terms of authorities obtained from the National 

Archives and Records Service. Nonetheless, all the necessary steps shall be taken to ensure that records that are due for disposal 

are not disposed if a pending PAIA request or litigation that pertains to them has been initiated or received.

Requesters will be advised whether a particular record has been disposed of where this is relevant to the records requested.

5.15  TRANSFER OF REQUESTS TO RELEVANT INSTITUTIONS OR 
PUBLIC BODIES

The National Treasury shall transfer requests for records to relevant bodies where these bodies were the primary holders or 

generators of the information requested, or where the National Treasury no longer has possession of such records, and create 

new categories of records where this is necessary.
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FORM 2 

REQUEST FOR ACCESS TO RECORD 
[Regulation 7] 

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

form.

TO: The Information Officer 
______________________ 
______________________ 
______________________ 
______________________ 

(Address) 

E-mail address: _____________________________ 

Fax number:  _____________________________ 

Mark with an "X" 

Request is made in my own name Request is made on behalf of another person. 

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 
Tel. (B): Facsimile: 

Cellular: 

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

Identity Number 

Postal Address 
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Street Address 
 

 

E-mail Address 
 

 

Contact Numbers Tel. (B)  
 

Facsimile  

Cellular  
 

 
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 record 

 

 

 

 

 

 
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  
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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 in an electronic or machine-readable form) 
 

 

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

 

Transcription of 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 of record 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 services to postal address 
 

 

Postal services 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) 
 

 

 
 

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. 

 
Indicate which right is to 
be exercised or 
protected 
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Explain why the record 
requested is required for 
the exercise or 
protection of the 
aforementioned right: 

 

 

 
 

 
 

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 
Reason  

 

 

 
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.  Please indicate your preferred manner of correspondence: 

 

Postal address Facsimile Electronic communication 
(Please specify) 

   
 

 
Signed at ____________________ this ___________ day of ________________ 20 _________ 
 
 
 
________________________________________________________ 

Signature of Requester / person on whose behalf request is made 
-------------------------------------------------------------------------------------------------------------------------------------------- 

FOR OFFICIAL USE 
 
Reference number:  

 
Request received by: 
(State Rank, Name And 
Surname of Information Officer) 

 

Date received:  
 

Access fees:  
 

Deposit (if any):  
 

 
 
____________________________ 

Signature of Information Officer 



 

   

 

INTERNAL APPEAL FORM 
 
 
 

FORM 4 
 

[Regulation 9] 
 

 
Reference Number: ……………………………….. 

 
 

PARTICULARS OF PUBLIC BODY 
 

Name of Public Body  
 

Name and Surname of Information 
Officer: 

 

 
PARTICULARS OF COMPLAINANT WHO LODGES THE INTERNAL APPEAL 

 
Full Names  

 
Identity Number  

 
Postal Address  

 

Contact Numbers 

Tel. (B)  
 

Facsimile  

Cellular  
 

E-Mail Address  
 

Is the internal appeal lodged on behalf of another person? Yes  
 No  

If answer is "yes", capacity in which an internal appeal on 
behalf of another person is lodged: (Proof of the capacity in 
which appeal is lodged, if applicable, must be attached.) 

 
 
 
 

 
PARTICULARS OF PERSON ON WHOSE BEHALF THE INTERNAL APPEAL IS LODGED  

(If lodged by a third party) 
 

Full Names  
 

Identity Number  
 

Postal Address  
 

Contact Numbers 

Tel. (B)  Facsimile  
 

Cellular  
 

E-Mail Address  
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DECISION AGAINST WHICH THE INTERNAL APPEAL IS LODGED  

(mark the appropriate box with an "X") 
 

Refusal of request for access 
 

 

Decision regarding fees prescribed in terms of section 22 of the Act 
 

 

Decision regarding the extension of the period within which the request must be dealt with in 
terms of section 26(1) of the Act 
 

 

Decision in terms of section 29(3) of the Act to refuse access in the form requested by the 
requester 
 

 

Decision to grant request for access 
 

 

 
GROUNDS FOR APPEAL  

(If the provided space is inadequate, please continue on a separate page and attach it to this form. all 
the additional pages must be signed) 

 

State the grounds on 
which the internal 
appeal is based: 

 

State any other 
information that may 
be relevant in 
considering the 
appeal: 

 

 
You will be notified in writing of the decision on your internal appeal. Please indicate your preferred 
manner of notification: 
 

Postal address Facsimile Electronic communication 
(Please specify) 

   
 

 
 

Signed at ____________________ this ___________ day of ________________ 20 _________ 
 
 
 
 

______________________________ 
Signature of Appellant/Third party 
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-------------------------------------------------------------------------------------------------------------------------------------------- 
 

FOR OFFICIAL USE 
OFFICIAL RECORD OF INTERNAL APPEAL 

 
Appeal received by: 
(state rank, name and surname of Information 
Officer) 
 

 

Date received: 
 

 

Appeal accompanied by the reasons for the information officer's decision and, where 
applicable, the particulars of any third party to whom or which the record relates, 
submitted by the information officer: 
 

Yes  
 

No  

 
OUTCOME OF APPEAL 

 

Refusal of request for 
access. Confirmed? 

Yes  New decision 
(if not 

confirmed) 

 

No  

Fees (Sec 22). 
Confirmed? 

Yes  New decision 
(if not 

confirmed) 

 

No  

Extension (Sec 26(1)). 
Confirmed? 

Yes  New decision 
(if not 

confirmed) 

 

No  

Access (Sec 29(3)). 
Confirmed? 

Yes  New decision 
(if not 

confirmed) 

 

No  

Request for access 
granted. Confirmed? 

Yes  New decision 
(if not 

confirmed) 

 

No  

 
 
 
Signed at ____________________ this ___________ day of ________________ 20 _________ 
 
 
 
 
 
____________________________________ 
Relevant Authority 
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GLOSSARY

NT National Treasury

PAIA Promotion of Access to Information Act

PFMA Public Finance Management Act

MFMA Municipal Finance Management Act

ERM Enterprise Risk Management

BCM Business Continuity Management (BCM)

VAT Value Added Tax

PAYE Pay AS You Earn

ICT Information Communication Technology

SLA Service Level Agreement

SACU Southern African Customs Union

SADC Southern Development Communication

BRICS Brazil, Russia, India and China 

G20 Group Of  Twenty

SCM Supply Chain Management

CAE Chief Audit Executive

MOU Memorandum of Understanding

GRAP Generally Recognised Accounting Practice

IPSAS International Public Sector Accounting Standards 

SBB Structural Budget Balance

PSBR Public Sector Borrowing Requirement

AENE Adjusted Estimates of National Expenditure

SAPS South African Police Services

IDIP Infrastructure Delivery Improvement Programme

CFO Chief Financial Officer

ALM Assets and Liability Management

EXCO Executive Committee

IRM Infrastructure Monitoring System 
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