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1 .  L I S T  OF A CRONYM S AN D ABB RE V IA T IONS  

1.1 “CEO”  Chief Executive Officer  

1.2 “DIO”  Deputy Information Officer; 

1.3 “IO”  Information Officer; 

1.4 “Minister”  Minister of Justice and Correctional Services; 

1.5 “PAIA”  Promotion of Access to Information Act No. 2 of 2000 (as amended); 

1.6 “POPIA”  Protection of Personal Information Act No.4 of 2013; 

1.7 “Regulator” Information Regulator;  

1.8 “Republic” Republic of South Africa; and 

1.9 “SWM”  Stone Wealth Management. 
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2 .  PU RP OSE OF P A IA  MA NU AL   

This PAIA Manual is useful for the public to: 

2.1 Check the categories of records held by a body which are available without a 

person having to submit a formal PAIA request; 

2.2 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; 

2.3 Know the description of the records of the body which are available in accordance 

with any other legislation; 

2.4 Access all the relevant contact details of the Information Officer and Deputy 

Information Officer who will assist the public with the records they intend to access; 

2.5 Know the description of the guide on how to use PAIA, as updated by the Regulator 

and how to obtain access to it; 

2.6 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;  

2.7 Know the description of the categories of data subjects and of the information or 

categories of information relating thereto; 

2.8 Know the recipients or categories of recipients to whom the personal information 

may be supplied; 

2.9 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 

2.10 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  C ONTAC T  DETA ILS  FOR ACCE SS  TO INFORMA T ION  OF  STON E WE ALTH 

M AN AGE ME NT 

3 .1  Ch ief  In fo rm at ion  Of f i ce r  

  Name:    Lisa Praschma 

  Tel:    031 832 4555   

  Email:    lisa@stonewm.co.za  

 

3 .2  Deputy  In f o rm at ion  Of f ice r   

Name:    Nicole Ebley  

Tel:    031 832 4555 

Email:    nicole@stonewm.co.za 

 

3 .3  A cce ss  to  in fo rm at ion  general  cont act s  

Email:    admin@stonewm.co.za   

 

3 .4  N at ion al  or Head Of f i ce   

Postal Address: PO BOX 29275 Maytime Centre 3624  

Physical Address:     68 On Main  

                                          68 Old Main Road  

                                         Kloof 

                                          3610   

Telephone:   031 832 4555  

Email:    admin@stonewm.co.za  

Website:  www.stonewealthmanagement.co.za     

 

  

mailto:lisa@stonewm.co.za
mailto:nicole@stonewm.co.za
mailto:admin@stonewm.co.za
mailto:admin@stonewm.co.za
http://www.stonewealthmanagement.co.za/
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4 .  GU IDE  ON HOW  TO US E  P A IA AN D HOW TO OB TA IN  ACC ES S TO THE GU IDE  

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: 

4.3.1 the objects of PAIA and POPIA; 

4.3.2 the postal and street address, phone and fax number and, if available, 

electronic mail address of: 

4.3.2.1 the Information Officer of every public body, and 

4.3.2.2 every Deputy Information Officer of every public and private body 

designated in terms of section 17(1) of PAIA1 and section 56 of 

POPIA2; 

4.3.3 the manner and form of a request for: 

4.3.3.1 access to a record of a public body contemplated in section 113; 

and 

4.3.3.2 access to a record of a private body contemplated in section 504; 

 

 
1 Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation governing the employment of 

personnel of the public body concerned, designate such number of persons as deputy information officers as are necessary 

to render the public body as accessible as reasonably possible for requesters of its records.  

 
2 Section 56(a) of POPIA- Each public and private body must make provision, in the manner prescribed in section 17 of the 

Promotion of Access to Information Act, with the necessary changes, for the designation of such a number of persons, if any, 

as deputy information officers as is necessary to perform the duties and responsibilities as set out in section 55(1) of POPIA. 

 
3 Section 11(1) of PAIA- A requester must be given access to a record of a public body if that requester complies with all the 

procedural requirements in PAIA relating to a request for access to that record; and access to that record is not refused in 

terms of any ground for refusal contemplated in Chapter 4 of this Part. 

 
4 Section 50(1) of PAIA- A requester must be given access to any record of a private body if- 

a) that record is required for the exercise or protection of any rights; 

b) that person complies with the procedural requirements in PAIA relating to a request for access to that record; and 

c) access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part. 
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4.3.4 the assistance available from the Information Officer of a public body in 

terms of PAIA and POPIA; 

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

4.3.5.1 all 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: 

4.3.5.2 an internal appeal;  

4.3.5.3 a complaint to the Regulator; and  

4.3.5.4 an application with a court against a decision by the information 

officer of a public body, a decision on internal appeal or a decision 

by the Regulator or a decision of the head of a private body; 

4.3.6 the provisions of sections 145 and 516 requiring a public body and private 

body, respectively, to compile a manual, and how to obtain access to a 

manual; 

4.3.7 the provisions of sections 157 and 528 providing for the voluntary disclosure of 

categories of records by a public body and private body, respectively; 

 

 

 
5 Section 14(1) of PAIA- The information officer of a public body must, in at least three official languages, make available a 

manual containing information listed in paragraph 4 above. 

 
6 Section 51(1) of PAIA- The head of a private body must make available a manual containing the description of the 

information listed in paragraph 4 above. 

 
7 Section 15(1) of PAIA- The information officer of a public body, must make available in the prescribed manner a description 

of the categories of records of the public body that are automatically available without a person having to request access 

 
8 Section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a 

description of the categories of records of the private body that are automatically available without a person having to 

request access 
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4.3.8 the notices issued in terms of sections 229 and 5410 regarding fees to be paid 

in relation to requests for access; and 

4.3.9 the regulations made in terms of section 9211. 

 

4.4 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.  

 

4.5 The Guide can also be obtained: 

4.5.1 upon request to the Information Officer; 

4.5.2 from the website of the Regulator: (https://inforegulator.org.za/paia/). 

 

4.6 A copy of the Guide is also available in the following three official languages, for 

public inspection during normal office hours: - 

 

4.6.1 English  

4.6.2 Afrikaans 

4.6.3 Zulu  

  

 

 

9 Section 22(1) of PAIA- The information officer of a public body to whom a request for access is made, must by notice require 

the requester to pay the prescribed request fee (if any), before further processing the request. 

 
10 Section 54(1) of PAIA- The head of a private body to whom a request for access is made must by notice require the 

requester to pay the prescribed request fee (if any), before further processing the request. 

 
11 Section 92(1) of PAIA provides that –“The Minister may, by notice in the Gazette, make regulations regarding- 

(a)  any matter which is required or permitted by this Act to be prescribed; 

(b)  any matter relating to the fees contemplated in sections 22 and 54; 

(c)  any notice required by this Act; 

(d)  uniform criteria to be applied by the information officer of a public body when deciding which categories of records 

are to be made available in terms of section 15; and 

(e)  any administrative or procedural matter necessary to give effect to the provisions of this Act.” 
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5 .  C ATEG ORIES  OF REC ORDS OF STON E WE ALTH M AN AGE MEN T WHICH A RE 

A VAILA BLE  W I THOU T A  PE RS ON HAV ING TO REQUE ST  AC CES S  

Category of records Types of the Record Available on 

Website 

Available 

upon request 

Company Profile An overview of the company’s 

structure, history, services 

offered, and key contact 

information. 

X X 

Services Offered A general description of the 

financial planning services 

provided by SWM. 

X X 

Policy and Procedures  Copies of selected general 

policies and procedures, 

including this PAIA Manual and 

Privacy Policy. These documents 

are available to demonstrate our 

commitment to compliance, 

transparency, and the 

protection of personal 

information. 

X X 

Knowledge Centre Newsletters, articles and videos 

published by SWM from time to 

time regarding industry related 

topics.  

X X 
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6 .  REC ORDS  A VA ILAB LE  IN ACC ORDA NCE  W ITH A NY OTHE R LEG IS LA T ION  

- Basic Conditions of Employment Act No. 75 of 1997 

- Collective Investment Schemes Control Act No. 45 of 2002 

- Companies Act No. 71 of 2008 

- Consumer Protection Act No. 68 of 2008 

- Electronic Communications Act No. 36 of 2005 

- Employment Equity Act No. 55 of 1998 

- Financial Advisory and Intermediary Services Act No. 37 of 2002 

- Financial Institutions (Protection of Funds) Act No. 28 of 2001 

- Financial Intelligence Centre Act No. 38 of 2001 

- Financial Markets Act No. 19 of 2012 

- Financial Services Board Act No.97 of 1990 

- Income Tax Act No. 58 or 1962 

- Labour Relations Act No. 66 of 1995 

- National Credit Act No. 34 of 2005 

- Occupational Health and Safety Act No. 85 of 1993 

- Pension Funds Act No. 24 of 1956 

- Prevention of Organised Crime Act No. 121 of 1998 

- Promotion of Access to Information Act No. 2 of 2002 

- Protection of Personal Information Act No. 4 of 2013 

- Skills Development Act No. 97 of 1998 

- Skills Development Levies Act No. 9 of 1999 

- Unemployment Insurance Act No. 63 of 2001 

- Unemployment Contributions Act No.4 of 2002 

- Value Added Tax Act No. 89 of 1991 
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7 .  DES CR IP T ION  OF  THE S UB JEC TS  ON  W HIC H THE B ODY  HOLDS RECORDS AN D 

C ATEG ORIES  OF RE C ORDS HE LD ON  EA CH S UBJEC T BY  S TON E  WE ALTH 

M AN AGE ME NT   

Subjects on which 

SWM holds records 

Categories of records 

Companies Act 

Records 

1. Documents of incorporation / Founding Statement 

2. Memorandum of Incorporation 

3. Minutes of meetings  

4. Records relating to the appointment of directors/ auditor/ 

secretary/ public officer / accounting officers  

Financial Records 1. Annual Financial Statements  

2. Tax Returns  

3. Accounting Records  

4. Banking Records  

5. Electronic banking records  

6. Asset Register  

7. Rental Agreements  

8. Invoices  

Income Tax Records 1. PAYE Records  

2. Documents issued to employees for income tax purposes  

3. Records of payments made to SARS 

4. All other statutory compliances:  

− VAT  

− Skills Development Levies  

− UIF  

− Workmen’s Compensation  
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Subjects on which 

SWM holds records 

Categories of records 

Personnel Documents 

and Records 

1. Employment contracts  

2. Medical Aid records  

3. Disciplinary records  

4. Salary records  

5. Disciplinary code  

6. Leave records  

7. Training records  

8. Training Manuals  

Marketing 

 

1. Market Information  

2. Public Customer Information:  

− Product Brochures  

− Owner Manuals  

3. Marketing Strategies  

4. Customer Database  

Information 

Technology records 

1. Agreements 

2. Accounting System 

3. Hardware Register 

4. Software License Register 

5. Internet Service Provider 
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8 .  P ROCE SS IN G OF PE RS ON AL INFORM A T ION  

8 .1  P urpo se  of  P ro ce ss in g Pe rsona l  In fo rm at ion  

SWM processes personal information for the following purposes: 

 

- Providing products or services to clients and to carry out the transactions 

requested; 

- For underwriting purposes; 

- Assessing and processing claims; 

- Confirming, verifying, and updating client details; 

- For the detection and prevention of fraud, crime, money laundering or other 

malpractices;  

- For audit and record keeping purposes; 

- Providing communication in respect of SWM and/or regulatory matters that may 

affect clients; and 

- In connection with and to comply with legal and regulatory requirements, or 

when otherwise allowed by law. 

 

8 .2  De scr ip t ion  o f  the  catego r ie s  o f  Dat a S ubje cts  an d of  the 

i n fo rm at i on  o r  categ or ies  o f  in f o rm at ion  re la t ing  the reto  

Categories of Data 

Subjects 
Personal Information that may be processed 

Clients First and last name, email address, a home, postal or 

other physical address, other contact information, title, 

birth date, gender, occupation, qualifications, past 

employment, residency status, investments, assets, 

liabilities, insurance, income, expenditure, family history, 

medical information and banking details 

Service Providers  Names, registration number, vat numbers, address, 

trade secrets and bank details 

Employees  Address, qualifications, gender and race 
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8 .3  The re c ip ient s  o r  cate gor ie s  o f  re ci p ien t s  t o  who m the per sona l 

i n fo rm at i on  m ay  be  suppl ie d  

 

Category of personal 

information  

Recipients or Categories of Recipients to whom 

the personal information may be supplied 

Identity number and names, 

for criminal checks  

South African Police Services  

Qualifications, for qualification 

verifications 

South African Qualifications Authority 

 

Credit and payment history, for 

credit information 

Credit Bureaus 

 

8 .4  P lanne d t ran sborde r  f lo ws o f  per son al  in f o rmat ion  

SWM does not have any personal information stored outside the Republic. There are 

no planned transborder flows of personal information. 

 

8 .5  Gene ra l  de scr i pt ion  of  In fo rmat ion  Se cur i ty  Measu res  to  be 

i m plemen te d by the  respon s ib le  par ty  to  en su re  the  conf iden t i a l i t y ,  

i n teg r i ty  an d ava i labi l i ty  o f  the  in fo rm at ion  

SWM implements appropriate physical, electronic, and administrative safeguards to 

protect the confidentiality, integrity, and availability of personal information. These 

include secure office premises, controlled physical and electronic access, data 

encryption, password protection, up-to-date antivirus software, staff training, 

confidentiality undertakings, and incident response procedures in line with 

applicable data protection laws. 
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9 .  REQU ES T FOR IN FORM A T ION  

Any request for access to a record in terms of PAIA must be submitted using Form 2 (refer to 

Annexure A).  

10 .  A VAILA B I L I TY  OF THE MA NUA L   

10.1 A copy of the Manual is available: 

10.1.1 on www.stonewealthmanagement.co.za; 

10.1.2 head office of Stone wealth Management for public inspection during 

normal business hours; 

10.1.3 to any person upon request and upon the payment of a reasonable 

prescribed fee; and 

10.1.4 to the Information Regulator upon request. 

10.2 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. 

 

11 .  UP DAT ING OF THE MA NUA L   

The head of Stone wealth Management will on a regular basis update this manual. 

 

 

Issued by 

 

 

 

___________________________________________________ 

Lisa Praschma 

Director 
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12 .  A NN E XU RE A  (FORM  2  –  REQU ES T FOR ACCE SS TO REC ORD)  

 

 

 










