
 

 

 

 

PAIA MANUAL 
Prepared in accordance with Section 51 of the Promotion of Access to Information Act, No. 2 

of 2000 (“PAIA”) 

For Artav Stainless Steel (Pty) Ltd 

1. Contact Details of the Company 

 

Company Name: Artav Stainless Steel (Pty) Ltd 

Registration Number: 2007 213023 23 

Head of Business / Information Officer: Aaron Engelbrecht  

Physical Address: 20 Malcolm Road, Westmead, Durban, 3610 

Postal Address: PO BOX 1098, Gillitts, 3603 

Telephone Number: 031 7002726 

Fax Number: NA 

Email Address: aaron@artav.co.za 

Website: www.artav.co.za 

 

Deputy Information Officer(s): Kerisha Govender 

 

2. The ACT (PAIA) and Access to Information 

 

PAIA was enacted to give effect to the constitutional right of access to information held by 

public and private bodies. 

This manual is compiled to assist requesters in understanding what records are available 

and how they may be accessed. 

 

3. Section 10 Guide (How to Use PAIA) 

 

The South African Human Rights Commission (SAHRC) has compiled a guide (per Section 

10 of PAIA) to assist individuals in exercising their rights. 

Available from: 

The South African Human Rights Commission 

Private Bag X2700, Houghton, 2041 

Tel: 011 877 3600 

Website: www.sahrc.org.za 



 

 

 

 

4. Categories of Records Available 

4.1 Records Automatically Available (No Request Needed) 

 

- Company profile, product brochures, and marketing material 

- Information on the company website 

- Published annual reports or media statements (if applicable) 

 

4.2 Records Available Upon Request (in terms of PAIA) 

 

(a) Company Records 

- Certificate of Incorporation 

- Memorandum of Incorporation and amendments 

- Shareholding records 

 

(b) Financial Records 

- Financial statements 

- Accounting records 

- Tax records 

 

(c) Personnel Records 

- Employment contracts 

- Policies and procedures (HR, health & safety, disciplinary) 

- Training records 

 

(d) Client & Supplier Records 

- Contracts and agreements 

- Purchase orders and invoices 

- Correspondence 

 

(e) Operational Records 

- Production and quality control records 

- Health & Safety compliance documents 

- Environmental and waste management records 

 



 

 

 

5. Request Procedures 

 

1. A request for information must be made in the prescribed Form C (available under PAIA 

Regulations). 

2. The form must be submitted, together with the prescribed request fee, to the Information 

Officer at the company’s address/email. 

3. Proof of identity may be required. 

4. The Information Officer will process the request in accordance with PAIA. 

 

6. Fees Payable 

 

- A request fee is payable on submission of the request (currently R140, but subject to 

official tariffs). 

- An access fee may be charged for the reproduction and preparation of records. 

- Fees are set out in the PAIA Regulations (available at justice.gov.za). 

 

7. Grounds for Refusal 

 

The company may refuse a request for access to records on the following grounds: 

- Protection of personal information of employees/third parties 

- Protection of commercial information and trade secrets 

- Protection of confidential information supplied by a third party 

- Protection of safety of individuals or property 

- Privileged legal records 

 

8. Availability of the Manual 

 

This PAIA Manual is available: 

- At the company’s premises, free of charge (inspection only) 

- On the company’s own website (if applicable) 

 



 

 

 

9. Information Available in Terms of Other 

Legislation 

 

Artav Stainless Steel also keeps records in accordance with (where applicable): 

- Companies Act 71 of 2008 

- Basic Conditions of Employment Act 75 of 1997 

- Labor Relations Act 66 of 1995 

- Employment Equity Act 55 of 1998 

- Income Tax Act 58 of 1962 

- Occupational Health and Safety Act 85 of 1993 

- Value Added Tax Act 89 of 1991 

- Skills Development Act 97 of 1998 

 

10. Updates to the Manual 

This manual will be updated as required to comply with legislative or operational changes. 

 

 

Signed: _________________________ 

Name: Aaron Engelbrecht 

Date: 29/09/2025 

 


