PAIA MANUAL FOR QUAZAR
GROUP (PTY) LTD

Date: 13" July 2025

3 Carr Hill Road, Wynberg, Cape Town « +27217012371 « www.quazar.co.za



PAIA English: Prepared in accordance with Section 51 of the Promotion of Access to Information
Act, 2 of 2000 ("PAIA")

CONTACT DETAILS

Name of Company Quazar Group PTY Ltd and Qlnteractive PTY Ltd
Registration Number 2015/352520/07 and 2018/600908/07

Physical Address 3 Carr Hill Road, Wynberg, Cape Town, 7800

Postal Address PostNet Suite 031, Private Bag X3, Plumstead, 7801
Telephone Number 0217012371

Email Address info@quazar.co.za

Website Www.quazar.co.za

All requests for information in terms of the manual should be directed to: The Information
Manager - address and contact details as above

INTRODUCTION TO THE COMPANY

Quazar Group (Pty) Ltd is a South African company engaged in consultancy, brand and
marketing, digital marketing and software development.

QInteractive PTY Limited is a wholly owned subsidiary of Quazar Group and is engaged in
consulting and software development.

This manual has been prepared in accordance with the requirements of PAIA and aims to foster
a culture of transparency and accountability.

THE ACT AND SECTION 10 GUIDE

Should you require any further information about the act a guide to the Act is available from the
South African Human Rights Commission (SAHRC):

SAHRC Contact Details:

Physical Address: Braampark Forum 3, 33 Hoof Street, Braamfontein
Postal Address: Private Bag 2700, Houghton, 2041

Telephone: +27 11 877 3600

Fax: +27 11403 0625

Website: www.sahrc.org.za

Email: paia@sahrc.org.za
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RECORDS AVAILABLE WITHOUT REQUEST

The following records are automatically available and do not require a formal PAIA request:

e Company profile and background information
e Marketing materials

e Pressreleases

e Product orservice brochures

e Public financial statements (if applicable)

RECORDS HELD BY QUAZAR

The following records may be requested in terms of PAIA:

Personnel Records

e Employment contracts
e Payroll records

e Training material

e Policies and procedures

Client-related Records

e Clientagreements
e Project documentation
e Correspondence

Financial Records

e Taxreturns
e Invoices and receipts
e Bankstatements

Company Records

MOI / Shareholders” agreement
Board resolutions

Statutory records
Annual returns

Information Technology

e Systemand user logs
e Software licenses
e Security policies
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RECORDS AVAILABLE IN TERMS OF OTHER LEGISLATION

Where applicable, records are also kept in terms of:

e CompaniesAct, No. 71 of 2008

e Basic Conditions of Employment Act, No. 75 of 1997

e LabourRelations Act, No. 66 of 1995

e Income Tax Act, No. 58 of 1962

e VAT Act, No. 89 of 1991

e Electronic Communications and Transactions Act, No. 25 of 2002
e Protection of Personal Information Act, No. 4 of 2013 (POPIA)

REQUEST PROCEDURE

To request access to a record:

e Complete Form C (available from the SAHRC website)
e Submit the form to the Information Officer, including:
o Description of the record
o Proof of identity
o Contact details
o Theform of access requested

Arequest fee may apply. You will be notified of any fees before the request is processed.

GROUNDS FOR REFUSAL

Access may be refused on the following grounds:

e Protection of third-party commercial information
e Protection of personal information of others

e legal privilege

e Safety and security concerns

ACCESS TO RECORDS UNDER POPIA

As a Responsible Party under POPIA, Quazar Group (Pty) Ltd will process personal information
lawfully and ensure data subjects may:

e Request correction/deletion of personal information
e Object to processing under certain circumstances
e Request reasons for processing decisions
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AVAILABILITY OF THE MANUAL

This manual is available for inspection at:

e The registered office of Quazar Group (Pty) Ltd
e Quazar Group (Pty) Ltd.s website
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PAIA Afrikaans: Saamgestel ingevolge Artikel 51 van die Wet op die Bevordering van Toegang tot
Inligting, Wet 2 van 2000 (soos gewysig) ("PAIA")

CONTACT DETAILS

Naam van Maatskappy Quazar Group PTY Ltd and QInteractive PTY Ltd
Registrasienommer 2015/352520/07 and 2018/600908/07

Fisiese adres 3 Carr Hill Road, Wynberg, Cape Town, 7800
Posadres PostNet Suite 031, Private Bag X3, Plumstead, 7801
Telefoonnommer 0217012371

E-posadres info@quazar.co.za

Webwerf www.quazar.co.za

Alle versoeke om inligting ingevolge die handleiding moet gerig word aan:
Die Inligtingsbestuurder:adres en kontakbesonderhede soos hierbo.

INLEIDING TOT DIE MAATSKAPPY

Quazar Group (Pty) Ltd is 'n Suid-Afrikaanse maatskappy wat betrokke is by konsultasie,
handelsmerkontwikkeling en bemarking, digitale bemarking en sagteware-ontwikkeling.

Qlnteractive (Pty) Ltd is 'n volfiliaal van Quazar Group en is betrokke by konsultasie en
sagteware-ontwikkeling.

Hierdie handleiding is opgestel in ooreenstemming met die vereistes van PAIA en is daarop
gemik om 'n kultuur van deursigtigheid en verantwoordbaarheid te bevorder.

DIE WET EN ARTIKEL 10-GIDS

Indien u enige verdere inligting oor die wet benodig, is 'n gids tot die Wet beskikbaar by die
Suid-Afrikaanse Menseregtekommissie (SAHRC):

SAHRC Kontakbesonderhede:

Fisiese Adres: Braampark Forum 3, Hoofstraat 33, Braamfontein
Posadres: Privaatsak 2700, Houghton, 2041

Telefoon: +27 11 877 3600

Faks: +27 11 403 0625

Webwerf: www.sahrc.org.zal

E-pos: paia@sahrc.org.za
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REKORDS BESKIKBAAR SONDER AANVRAAG

Die volgende rekords is outomaties beskikbaar en vereis nie 'n formele PAIA-versoek nie:
+ Maatskappy-profiel en agtergrondinligting

« Bemarkingsmateriaal

« Persverklarings

« Produk- of diensbrosjures vanaf die maatskappy (nie kliénte)

« Openbare finansiéle state (indien van toepassing)

REKORDS GEHOU DEUR QUAZAR

Die volgende rekords kan ingevolge PAIA aangevra word:
Personeel Rekords

o  Werkkontrakte

e Salarisrekords

e Opleidingsmateriaal

e Beleide en prosedures

Kliént-verwante Rekords

e Kliéntooreenkomste
e Projekdokumentasie
e Korrespondensie

Finansiéle Rekords

e Belastingopgawes
e [Fakture en kwitansies
e Bankstate

Maatskappy Rekords

e MOI/Aandeelhouersooreenkoms
e Raadsbesluite

e Statutére rekords

e Jaarlikse opgawes

Inligtings Tegnologie

e Stelsel- en gebruikerslogboeke
e Sagteware lisensies
e Sekuriteitsbeleide
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REKORDS BESKIKBAAR INGEVOLGE ANDER WETGEWING

Waar van toepassing, word rekords ook gehou ingevolge:

Maatskappywet, Nr. 71 van 2008

Wet op Basiese Diensvoorwaardes, Nr. 75 van 1997

Wet op Arbeidsverhoudinge, Nr. 66 van 1995

Inkomstebelastingwet, Nr. 58 van 1962

BTW-wet, Nr. 89 van 1991

Wet op Elektroniese Kommunikasie en Transaksies, Nr. 25 van 2002
Wet op die Beskerming van Persoonlike Inligting, Nr. 4 van 2013 (POPIA)

AANSOEKPROSEDURE

Om toegang tot 'n rekord aan te vra:

Voltooi Vorm C (beskikbaar vanaf die SAMRK-webwerf)
Dien die vorm in by die Inligtingsbeampte, insluitend:
Beskrywing van die rekord

Bewys van identiteit

Kontakbesonderhede

o O O O

Die soort toegang wat versoek word

'n Versoekfooi kan van toepassing wees. U sal van enige fooie in kennis gestel word voordat die
versoek verwerk word.

GRONDE VIR WEIERING

Toegang kan op die volgende gronde geweier word:

Beskerming van kommersiéle inligting van derde partye
Beskerming van persoonlike inligting van ander
Regspriviligie

Veiligheids- en sekuriteitskwessies

TOEGANG TOT REKORDS ONDER POPIA

As 'n Verantwoordelike Party onder POPIA, sal Quazar Group (Edms) Bpk persoonlike inligting
wettiglik verwerk en verseker dat data-onderwerpe die volgende kan doen:

Versoek om regstelling/verwydering van persoonlike inligting
Beswaar maak teen verwerking onder sekere omstandighede
Redes vir verwerkingsbesluite versoek

Private and confidential. For internal use only. Copyright Quazar 2023


https://www.sahrc.org.za/home/21/files/Form%20C.doc%20August%202013.doc

BESKIKBAARHEID VAN DIE HANDLEIDING

Hierdie handleiding is beskikbaar vir ondersoek by:

e Die geregistreerde kantoor van Quazar Group (Pty) Ltd
e Quazar Group (Pty) Ltd se webwerf
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