Observatory Business Park (Pty) Ltd
(Registration number: 2001/020483/07)
Manual in terms of section 51 of the

Promotion of Accéss to Information Act, 2 of 2000



Promotion of Access to Information Act, 2 of 2000 {The Act)

Section 51 Manual of Observatory Business Park (Ply) Ltd {Reglstration numbet: 2001/020483/07)

1. Contact pariiculars
Head of business: Mia Hariford information officer: Mia Hartford
Poslal address: P.O Box 44302 Physlcal address: Protea Place
Claremont Claremont
Capa Town Cape Town
7735 7708
Tetephone numbar; (021} 425-2295 Fax number: {021) 4213119
E-mali address: mia@leafcapital.co.za
2 Introductlon

This entily is primarily engaged in long term property Investmant and lelling.

3. Gulde In terms of section 10 of The Act

Any person who wishes to exerclse any right contemplated in The Act may obtain a copy of the information guide Issued by the
Human Rights Commission in all official languages, from the Human Righls Commission, conlact numbar {011} 877-3600, fax
number {011} 403-0625 or www.sahrc.org.za..

4. Facllitation of a request for access to information

Information which Is not readily available as ingicated in this manual, may be requested In accordance with the procedure
prascribed in lerms of the Act. Coples of the prescribed forms to be compisted for submilting a requaest, are available from
Observatory Buslness Park (Ply) Lid.

5. information avallable in terms of other leglslation
Information Is available In terms of certain provisians of the following leglstation:
5.1  Companies Act 61 of 1873
52 Companles Act 71 of 2008
53  Consumer Protection Act 68 of 2008
54  Electronlc Communications and Transaclions Act 25 of 2002
65  income Tax Act 58 of 1982
5.6  Natlonal Credil Act 34 of 2005
6.7  Promotion of Access to Information Act 2 of 2000
58  Securilivs Transfer Tax Act 25 of 2007
58  Transfer Duty Act 40 of 1949
5.10 Value Added Tax Act 89 of 1891

6. Information automatlcally avallabie
The foliowing categories of records are automatically available for Inspaction, purchase or photocopying:
6.1  HNewsletters
6.2  Marketing and promotional materal
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Information available In terms of The Act

The subjects on which ine businass holds records and the calegories on each subject are as (isted below. Please rote that a
requestor s nol automatically allowed access 1o these records and that access to them may or must be refused In accordance
with secfion 82 to 69 of The Act,

7.1

1.2

7.3

Accountlng records

7.1.1 Annual financial statements and working papsrs
7.1.2 General ledger

718 Subsidiary ledgers {teceivables, payables, etc.)
714 Bank statements, cheque books, cheques

716 Customer and suppiler statements and Involces

7.1.6 Daposit sips

747 Cash books and petty cash books
7.18 Fixed assel register

7.9 Tax returns and assessments
7.1.10 VAT retusns '

FARDS Lease or instalmen! sale agreemenis
7.4.12 Budgets and business plans
7.113 Insurance records

7.1.14 Invesiment records

7.1.15 Auditor's reponts

7.1.18 Compllsr's reports

7.1.17 Accounling officer’s reporis
7.4.8 Reviewer's reports

7.1.19 Systams documaentation

7.1.20 Caphtal expenditure

7.1.21 Record of assels

7.1.22 Record of liabllities

7.1.23 Record of loans 1o related pariies
7.1.24 Record of Rablfitles and obiigations
7.1.25 Racord of property held

7.1.26 Record of revenue

7.4.27 Record of expenses

Fixed Proparly
721 Leases
7.2.2 Morigags bonds or other encumbrances

7.2.3 Title deeds

insurance

7.3.4 Clalm records

7.3.2 Detalis of coverage, imits and insurers
133 Insurance policles
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9.

7.4 Legal, Agresments and Contracts

74.1
74.2
743
7.4.4
745
748

Acquisition or disposal documentation

Agreements wilh contractors, suppliers and clients

Agreements with customers

Agreements with shareholders, officers or directors

Material agreements relaling to provision of services or materals
Caontracls, including lease agreements and finance agresmsnts

7.5 Statulory Company Records

7.5.4
752
753
7.5.4
755
7.586
7.5.7
7.5.8
7569
7.5.10
7.511
7512
7513
7514
7.5.15
75.16
7.5.147
7.5.18

7.6 Tax
761
7.6.2
7.6.3
76.4
785
7566
7.6.7

Annual Statutory Returns

Cerlilicate of Change of Name

Cenlificate of Incorporation

Certificate o Commsence Business

Dividend register

Mamorandum and Asticles of Association
Memorandum of Incorporation and alleratlons / amendments
Naolice and minutes of shareholders’ meetings
Minutes of directors’ meetings

Other minule books

Registet of company secratary and auditors
Regisier of directors and oflicers

Register of directors' shareholding
Reglstration Cediticate

General resolulions

Special resolutions

Resolutions

Sharehaolders’ agreements

Income tax retumns

Provisionat tax refurns

Tax asssssments

Documents relaling 1o whore the objection and appeal is lodged
Records refating o taxable gain or assessed capital loss

VAT documents

Vendars information

Requesting procedures

A person who wants access 1o the records mus! complete the necessary request form, thal is available at the offices of
Observatory Business Park (Ply) Lid, or can be accessed on www.sahre.org.za, The completed request form must be sent 1o the

address or fax number provided in this manual, and marked for the atlenlion of the Information Officer.

Availabllity of the Manual

Caopies of this manuat are available for inspection, fres of charge, at the oftices of Observatory Business Padk (Pty) Lid and from
the South Afdcan Human Rights Commisslon.

™
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10, Signature

Name of information Ollicer: Mia Hariford

) I N N
Signature: ) ;L{Lf A !/,rv Ve
Date: ] 1- Decealotr  Zen
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FORMC

REQUEST FOR ACCESS TO RECORD OF PRIWATE BODY
{Section 53(1) of the Promotion of Access to Information Act, 2000
{Act No. 2 of 2000)

[Regutlation 10]

A. Particulars of private body

The Head:

B. Particulars of person requesting access to the record
{a) The particulars of the person who requests access to the record must be given below.
{b) T_he address and/or fax number in the Republic to which the information is to be sent must be
{c) I%'r\:)zr}'of the capacity in which the request is made, if applicable, must be attached.

Full names and surname:

tdentity number:

Postal address:

Fax number:

Telephone number; E-mail address:

Capacity in which request is made, when made on behalf of another parson:

C. Particulars of person on whose behalf request is made

This section must be completed ONLY if a request for information is made on behalf of another person.

Full names and surname:

Identily number:

D. Particulars of record

{a) 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.
(b} If the provided space Is inadequate, please continue on a separate folio and attach it to this form.
The requester must sign all the additional folios.

1 Description of record or relevant part of the record:
Reference number, if available:

Any further particulars of record:



E, Fees

(a) A request for access to a record, other than a record containing personal information about yourself,
wilt be processed only after a request fee has been pald.

{b) You will be nofified of the amount required to be paid as the request fee.

(c} The fee payable for access lo a record depends on the form in which aceess is required and the
reasonable time required to search for and prepare a record.

(d) i you qualify for exemption of the payment of any fee, please state the reason for exemption.

. Reason for exemption from payment of fees:

F. Form of access to record

If you are prevented by a disability to read, view or listen to the record in the form of access provided for in 1
to 4 hereunder, state your disability and indicate in which form the record is required.

Disability: Form in which record is required

Mark the appropriate box with an X.

NOTES:

{a) Compliance with your request in the specified form may depend on the form in which the record is
available.

{b) Access in the form requested may be refused in certain circumstances. In such a case you will be
informed if access will be granted in another form.

{c} The fee payable for access for the record, if any, will be determined partly by the form in which access
is requested.

1. If the record is in written or printed form:

copy of record* inspection of record

2. if record consists of visual images
this includes photographs, slides, video recordings, computer-generated images, sketches, elc)

transcription of the
images”

view the images copy of the images"

3. If record consists of recorded words or information which can be reproduced In
sound:

listen to the soundtrack franscription of soundtrack*
audio cassette written or printed document

4. if record is held on computer or in an electronic or machine-readable form:

printed copy of information copy in computer readable form*

printed copy of record derived from the record” {stiffy or compact disc)

If you requested a copy or transcription of a record (above), do you wish the
copy or transcription {0 be posted to you? YES NO
Postage is payable.




G Particulars of right to be exercised or protected

If the provided space is inadequate, please continue on a separate folio and attach it to this form. The
requester must sign alt the additional folios.

1. Indicate which right is to be exercised or protected:

2. Explain why the record requested is required for the exercise or protection of the aforementioned
right:

H. Notice of decision regarding request for access

You will be notified in writing whether your request has been approved/denied. If you wish to be informed in
another manner, please spacify the manner and provide the necessary particulars to enable compliance
with your reqguest.

How would you prefer to be informed of the decision regarding your request for access to the record?

Sigredat.............cooeevvie L Thise dayof ... 20

SIGNATURE OF REQUESTER / PERSON ON
WHOSE BEHALF REQUEST 1S MADE
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GOVERNMENT NOTICE
GOEWERMENTSKENNISGEWING

DEPARTMENT OF JUSTICE

DEPARTEMENT VAN JUSTISIE

No. R, 223 8 March 2001

PROM.OTION OF ACCESS TO INFORMATION ACT, 2000
REGULATIONS RELATING TO THE PROMOTION OF ACCESS TO
INFORMATION

The Minister for Justice and Constitutional Development has, under section 92 of the Promotion

of Access to Information Act, 2000 (Act No. 2 of 2000), made the regulations in the Schedule.

SCHEDULE

Definition
1. In these Regulations any word or expression to which a meaning has been assigned in the
Act shall bear that meaning and, unless the context otherwise indicates -

"the Act” means the Promotion of Access to Information Act, 2000 {Act No. 2 of 2000).

Form of request
2. A request for access to a record, as contemplated in section 18(1) of the Act, must be

made in the form of Form A of the Annexure,

Fees for records of public body
3.{1) . The fee for reproduction, referred to in section 15(3) of the Act, is as follows:
_ R
{a)  For every photocopy of an A4-size page or
part thereof _ 0,60
(b)  For every printed copy of an Ad-size page or part
thereof held on a computer or in electronic or machine-
readabile form 0,40



STAATSKOERANT, 8 MAART 2001 No. 22125 3

{€)  Foracopy in a computer-readable form on -

() stiffy disc 5,00
{ii}  compact disc 40,00
" ()  Foratranscription of visual images,

for an A4-size page or part thereof ' 22,00

(i) For a capy of visual images 60,00
{e) (i) For a transcription of an audio record,

for an A4-size page or pant thereof 12,00

(i For a copy of an audio record 17,00

(2) The request fee payable by every requester, other than a personal requester referred (o in
section 22(1) of the Act, is R 35,00.

(3)  The access fees payable by a requester referred to in section 22(7) of the Act, uniess

exempted under section 22(8) of the Act, are as follows:

R
(a}  For every photocopy of an Ad-size page or
part thereof 0,60
{b}  For every printed copy of an A4-size page or part
thereof held on a compater or in electronic or machine-
readable form 0,40
{c) For a copy in a computes-readable form on -
(i) stiffy disc 5.00
(i)  compact disc 40,00
@ W For a transcription of visual images.
for an A4-size page or part thereof 22,00
(i)  For a copy of visual images 60,00
(e} {i)-  For a transcription of an audio record,
for an Ad-size page or part thereof 12,00
(i)  For a copy of an audio record 17,00

(f) To search for the record for disciosure, R 15,00 for each hour or part of an hour,
excluding the first hour, reasonably required for such search.

{4) The actual postal fee is payable when a copy of a record must be posted to a requester.
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(5} For purposes of section 22(2) of the Act the following applies:

(a)
(b)

Six hours as the hours to be exceeded before a deposit is payable; and
one third of the access fee is payable as'a deposit by the requester.
Form of request

4, A request for access to a record, as contemplated in section 53(1) of the Act, must be

made in the form of Form B of the Annexure.

Fees for records of private body

5.(1}  The fee for reproduction referred to in section 52(3) of the Act, is as follows:

R
@  For every photocopy of an Ad-size page or _ _
part thereof ) N 1,10
(b}  For every printed copy of an Ad-size page or part
thefeof held on a computer or in electronic or machine-
readable form ' : 0,75
()  Fora copy in a computer-readable form on. -
{» stiffy disc 7,50
{iiy  compact disc ‘ 70,00
(d) {1} For a transcription of visual images,
' for an A4-size page or part thereof 40,00
(i)  Foracopy of visual images ' 60,00
@ ()  Fora transcription of an audio record,
for an A4-size page or part thereof 20,00
{iiy  For a copy of an audio record 30,00

(2)  The request fee payable by a requester, other than a personal requester, referred to in
section 54(1) of the Act is R 50,00.
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{3} The access fees payable by a requester refemd to in section 54{7) of the Act unless

exempted under section 54(8) of the Act, are as follows:

R
{a)  For every photocopy of an A4-size page or
part thereof 1,10
(b}  For every printed copy of an Ad-size page or part
thereof held on a computer or in electronic or machine-
readable form 0,75
{c)  Foracopy in a computer-readable form on -
{) stiffy disc 7.50
(ii) compact disc 70,00
d W For a transcription of visual images,
for an A4-size page or part thereof 40.00
(i)  For acopy of visual images 60.00
(e) B For a transcription of an audio record,
for an Ad-size page or part thereof 20,60
(i),  For a copy of an audio record 30,00

() To search for the record for disclosure, R 30,00 for each hour or part of an hour
reasonably required for such search. '
{4} The actual postal fee is payable when a copy of a record must be posted 10 a requester.
(5} For purposes of section 54(2) of the Act the following applies:
(a) Six hours as the hours to be exceeded before a deposit is payable; and

{b)  one third of the access fee is payable as a deposit by the requester.

Notice of internal appeal

6. Natice of an internal appeal, as contemplated in section 75(1) of the Act, must be lodged

in the form of Form C of the Annexure.

Appeal fees
7. The appeal fee payable in respect of the lodging of an internal appeal by a requester

against the refusal of his or her request for access, as conternplated in section 75(3)(a) of the Act.

is R 50,00.
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Value-added tax
8. Public and private bodies registered under the Value-Added Tax Act, 1991 {Act No. 89

of 1991), as vendors may add value added tax to all fees prescribed in terms of these regulations.

Commencement

9. These regulations shall come into operation on 9 March 2001,



R
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ANNEXURE
FORM A

REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY
(Section 18(1) of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000%)

{Regulation 2]
FOR DEPARTMENTAL USE
Reference number:
Request received by {state
rank, name and surname of information officer/deputy information officer) on
(date) at (place),
Request fee {if any): R .cvccniiernicicessieens

Deposit (if any): R v,

Access fee: Rooesiconrcvmnnenessraressnens

SIGNATURE OF INFORMATION
OFFICER/DEPUTY INFORMATION
OFFICER

A, Iarticulars of public body

The Information Officer/Deputy Information Officer:

onDi02212—8
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B.  Particulars of person requesting access to the record

(a)  The particulars of the person who requests access to the record must be recorded
below,

() Furnish an address and/or fax number in the Republic to which information must
be sent.

{c)  Proof of the capacity in which the request is made, if applicable, must be attached.

Full names and surname:

Identity number:

Postal address:

Fax number:

Telephone number: E-mail address:

Capacity in which request is made, when made on behalf of another person:

C.  Particulars of person on whose behalf request is made

This section must be completed only if a request for information is made on behalf of

another person,

Full names and surname:

Identity number:
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D. Particulars of recerd

fa)  Provide full particulars of the record to which ;_wcess Is requested, including the
reference number if that is known to you, to enable the record to be located.

{b)  If the provided space is inadequate please continue on a separate folio and attach

it 10 this form. The requester must sign all the additional folios.

1. Description of record or relevant part of thie record:
2. Reference number, if available:

3. Any further particulars of record:

E. Fees

a) A request for access to a record, other than a record containing personal
information about yourself, will be processed only after a request fee has been
paid.

(4)  You will be notified of the amount required to be paid as the request fee.

(c)  The fee payable for access to a record depends on ihe form in which access is
required and the reasonable time required to search for and prepare a record.

(d)  Ifyou gualify for exemption of the payment of any fee, please state the reason

therefor.

Reason for exemption from payment of fees:
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F. Form of access to record

Hf you are prevented by a disability to read, view or listen to the record in the form of access

rprovided for in 1 to 4 hereunder, state your disability and indicate in which form the record '

!z's required. )
!

[Disability: Form in which record is required:

Mark the appropriate box with an ‘X",

NOTES:

(a)  Yourindication as to the required form of access depends on the form in which
the record is available.

{b)  Access in the form requested may be refused in certain circumstances. In such a
case you will be informed if access will be granted in another form.

{c) The fee pa;yable Jor access to the record, if any, will be determined partly by the

Sform in which access is requested.

L. If the record is in written or printed form -
| copy of record* inspection of record
2. If record consists of visual images -

(this includes photographs, slides, video recordings, computer-generated images,

sketches, etc.)

{ view the images " copy of the images* : | transcription of the
| ; {images*
3 If record consists of recorded words or information which can be reproduced
in sound -
listen to the soundtrack | transcription of soundtrack*®

(audio cassette) | twritten or printed document)
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4. If record Is held on computer or in an electronic or machine-readabie form -
' '-._'j.; printed copy of record* '_ printed copy of o copy in computer
: information derivéd ' teadable form#
from the record* ' (stiffy or compact
‘ disc)
*If you requested a copy or transcription of a record (abave}, do you YES {NO

wish the copy or transcription to be posted to you?

A postal fee is payable.

in the language in which the record is available.

Note that if the record is not available in the language you prefer, access may be granted

In which language would you prefer the record?

1y

G.  Notice of decision regarding request for access

necessary particulars to enable compliance with your request.

You will be notified in writing whether your request has been approved/denied. If you wish

to be informed thereof in another manner, please specify the manner and provide the

How would you prefer to be informed of the decision regarding your request for access to the

record?

day of ..

20,

Signed at — this

SIGNATURE OF REQUESTER / PERSON ON
WHOSE BEHALF REQUEST IS MADE
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FORMB

‘ REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Section 53(1) of the Promotion of Access to Ihformation Act, 2000 (Act No. 2 of 2000))
[Regulation 4]

A, Particulars of private body

The Head:

B. Particulars of person requesting access to the record

fa)  The particulars of the person who réquests access to the record must be recorded
below.
(b)  Furnish an address and/or fax number in the Republic to which information must

be sent.

fc}  Proofof the capacity in which the request is made, if applicable, must be attached.

Full names and sumame:

Identity number:

Postal address:

Fax number;

Telephone number: E-mail address:

Capacity in which request is made, when made on behalf of another person:
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C.  Particulars of person on whose behalf request is made

This section must be completed only if a request for information is made on behalf of

another person.

Full names and surname:

Identity number:

D. Particulars of record

fa)  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, '

(b}  If the provided space is inadequate please¢ continue on a separate folio and attach
it to this form. The reguester must sign all the additional folios.

1. Description of record or relevant part of the record:

2. Reference number, if available:

3 Any further particulars of record:
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E. Fees

@ A reguest for access to a record, other than a record containing personal
information about yourself, will be processed only after a request fee has been
paid.

{6)  You will be notified of the amount required to be paid as the reqguest fee,

(c} The fee payable for access to a record depends on the form in which access is
required and the reasonable time reqdi'red to search for and prepare a record.

(@  Ifyou qualify for exemption of the payment of any fee, J:;Iease state the reason

therefor.

Reason for exemption from payment of fees:

F. Form of access to record -

If you are prevented by a disability to read, view or listen to the record in the form of access
provided for in 1 to 4 hereunder, state your disability and indicate in which form the record is '

required. - ;

Disability: Form in which record is required: ________|

Mark the appropriate box with an “X".

NOTES:

(a)  Your indication as to the required form of access depends on the form in which
the record is available.

(b)  Access in the form requested may be refused in certain circumstances. Insucha
case you will be informed if access will be granted in another form.

(c)  The fee payable for access to the record, if any, will be determined partly by the

form in which access is requested.
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L If the record is in written or printed form -

| copy of record* '} inspection of record
2. Ifrecord consists of visual images - |
(this includes photographs, slides, video recordings, computer-generated images,

sketches, etc.)

view the images "’} copy of the images* '+ { transcription of the

| images*

3. If record consists of recorded words or information which can be reproduced

in sound -
listen to the soundtrack ' transcription of soundtrack*
(audio cassette) | {written or printed document)
4. If record is held on computer or in an electronic or machine-readable form -
printed copy of record* | o| printed copy of - | copy in computer
| information derived ‘_ | readable form*
from the record™ : | , i (stiffy or compact
: | | disc)
*If you requested a copy or transcription of a record (above), do you YES |NO

wish the copy or transcription to be posted to you?

A postal fee is payable.

G.  Particulars of right to be exercised or protected

If the provided space is inadequate please continue on a separate folio and attach it to this

form. The requester must sign all the additional folios.

L Indicate which right is to be exercised or protected:
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THE GOVERNMENT PRINTING WORKS

NB: The Publications Division of the Government
Printing Works will be relocating to its new premises
within the:

MASADA BUILDING at 196 PROES STREET, PRETORIA
(i.e. CORNER OF PAUL KRUGER AND PROES STREETS)
with effect from 3 May 2005.

For enquiries and information:

Mr M Z Montjane
Tel: (012) 334-4653
Cell: 083 640 6121
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GOVERNMENT NOTICE

DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT
No. 865 31 August 2005

PROMOTION OF ACCESS TO INFORMATION ACT, 2000 (ACT No. 2 OF 2000):
EXEMPTION OF CERTAIN PRIVATE BODIES TO COMPILE MANUAL

I, Brigitte Sylvia Mabandla, Minister for Justice and Constitutional Development,
under section 51{4) of the Promotion of Access to Information Act, 2000 (Act No. 2
of 2000), hereby exempt -

{a) all private bodies, except any company not being a private company as
contemplated in section 20 of the Companies Act, 1973 (Act No. 61 of 1973),
from compiling the manual contemplated in section 51(1) of the first
mentioned Act for a period of four months from 1 September 2005 to 31
December 2005; and

{b) all private bodies, except any company -

(i not being a private company as contemplated in section 20 of the
Companies Act, 1973; and
(i) being a private company as contemplated In section 20 of the

Companies Act, 1973, and which -

{aa) operate within any of the sectors mentioned in Column one of
the Schedule to this Notice; and

(bb)  has fifty or more employees in their employment; or

{cc) has a total annual turnover that is equal to or more than the
applicable amount mentioned in Column 2 of the Schedule to
this Notice,

from compiling the manual contemplated in section 51(1) of the first mentioned Act
for a period of five years from 1 January 2006 to 31 December 2011.

e e

BRIGITTE SYLVIA MABANDLA
MINISTER FOR JUSTICE AND
CONSTITUTIONAL DEVELOPMENT
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Schedule

Column 1 Column 2
Agriculture R 2 million
Mining and Quarrying R 7 miflion
Manufacturing R10 million
Electricity, Gas and Water R10 million
Construction R & million
Retail and Motor Trade and Repair Services R15 million
Wholesale Trade, Commercial Agents and Allied Services | R25 million
Catering, Accommodation and other Trade R 5 million
Transport, Storage and Communications R10 million
Finance and Business Services R10 million
Community, Special and Personal Services R 5 million

Publications: Tek (012) 334-4508, 334-4509, 334-4510
Advertisements: Tel: (012) 334-4673, 334-4674, 334-4504
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