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PAIA Manual
VerdanTech (Pty) Ltd · Prepared under section 51 of the Promotion of Access to Information Act 2 of 2000

1. Introduction and contact details
Compiled: 15 October 2026

This manual explains how to request access to records held by VerdanTech (Pty) Ltd under the Promotion of 
Access to Information Act 2 of 2000 (PAIA). It also describes how VerdanTech processes personal information, 
as section 51 of PAIA requires. VerdanTech is a private body: a digital marketing and technology services 
company.

Item Details

Name VerdanTech (Pty) Ltd

Registration number 2022/224559/07

Head of the private body and 
Information Officer

Dennis Kriel, Director

Deputy Information Officer None appointed

Street address 117 Stilgelee Avenue, Die Wilgers, Pretoria, Gauteng, 0184

Postal address As for the street address

Telephone +27 79 309 3651

Email info@verdantech.co.za

Website https://www.verdan.tech

2. Guide, automatic records and records kept under other laws

2.1 The Information Regulator’s PAIA Guide

The Information Regulator has published a Guide in every official language on how to use PAIA and POPIA, 
including the rights and remedies available. It is available free of charge from the Regulator’s PAIA resources 
page (https://inforegulator.org.za/paia/) or on request from the Regulator:

Item Details

Address Woodmead North Office Park, 54 Maxwell Drive, Woodmead, Johannesburg, 
2191

Telephone 010 023 5200

Email enquiries@inforegulator.org.za

Website https://inforegulator.org.za

2.2 Records available without a request

VerdanTech has not published a notice under section 52(2) of PAIA. The following are freely available on our 
website without a PAIA request: information about our services, our Website Terms of Use, our Privacy Policy 
and this manual.

2.3 Records kept under other legislation

VerdanTech keeps records as required by the following laws, where they apply to it:

1. Companies Act 71 of 2008

2. Income Tax Act 58 of 1962
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3. Value-Added Tax Act 89 of 1991

4. Tax Administration Act 28 of 2011

5. Basic Conditions of Employment Act 75 of 1997

6. Labour Relations Act 66 of 1995

7. Employment Equity Act 55 of 1998

8. Unemployment Insurance Act 63 of 2001 and Unemployment Insurance Contributions Act 4 of 2002

9. Skills Development Levies Act 9 of 1999

10. Compensation for Occupational Injuries and Diseases Act 130 of 1993

11. Occupational Health and Safety Act 85 of 1993

12. Protection of Personal Information Act 4 of 2013

13. Consumer Protection Act 68 of 2008

14. Electronic Communications and Transactions Act 25 of 2002

15. Copyright Act 98 of 1978

A record kept under one of these laws is not automatically available to the public. Requests for it follow the 
procedure in section 4.

3. Records VerdanTech holds
VerdanTech holds records on the following subjects. Listing a category does not mean that access will be 
granted: each request is assessed under section 4.

Subject Categories of records

Company and statutory Memorandum of Incorporation, registration documents, securities register, 
directors’ records, minutes and resolutions

Finance and tax Accounting records, financial statements, invoices, bank statements, tax and 
VAT returns, debtor and creditor records

Clients Master Service Agreements, statements of work, proposals, correspondence, 
Portal records and acceptance logs, project files, Deliverables, client materials 
and reports

Suppliers and service providers Supplier contracts, data processing terms, invoices, the Sub-Processor List

Employees and contractors Employment and contractor agreements, personnel files, payroll, leave, tax and 
UIF records, confidentiality undertakings

Marketing Website content, newsletter subscriber lists and consent records, campaign 
materials

Information technology and 
security

Access logs, security procedures, incident records, backups

Intellectual property VerdanTech IP, templates, tools, software licences, trade mark records

Legal and compliance Litigation records, insurance policies, PAIA and POPIA records (this manual, the 
Privacy Policy, requests received and responses)

4. How to request access
Under section 50 of PAIA, access to a record is granted if the record is required to exercise or protect a right, 
the request meets PAIA’s procedural requirements and no ground of refusal applies.

4.1 Making a request

1. Complete Form 2 (Request for Access to Record), available on the Regulator’s PAIA resources page 
(https://inforegulator.org.za/paia/).
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2. Email it to the Information Officer at info@verdantech.co.za or deliver it to our street address.

3. Identify the record, give your name and contact details, state the form of access you want and explain 
which right you need the record to exercise or protect.

4. If you request on behalf of someone else, include proof of your authority to act for them.

To access your own personal information, use the same procedure (section 23 of POPIA). To ask us to correct 
or delete your personal information, email the Information Officer or use a form substantially similar to Form 2 of 
the POPIA Regulations.

4.2 Timelines

1. We decide on a request within 30 days of receiving it and tell you the outcome in writing.

2. We may extend this once by up to 30 days in the circumstances PAIA allows, with written reasons.

3. If the request concerns a third party’s information, we notify the third party as sections 71 to 73 of 
PAIA require, which may extend the timeline.

4. If a record cannot be found or does not exist, we confirm this to you by affidavit.

4.3 Fees

These are the prescribed fees for private bodies under Annexure B of the PAIA Regulations, 2021 (Information 
Regulator fee structure: https://inforegulator.org.za/paia-fees-structure-2/). The request fee does not apply 
when you request your own personal information.

Item Fee

Request fee R140.00

Photocopy or printed copy, per A4 
page

R2.00

Copy on a flash drive or CD that 
you provide

R40.00

Copy on a CD that we provide R60.00

Transcription of an audio record, 
per A4 page

R24.00

Search and preparation, per hour 
after the first hour

R145.00, capped at R435.00

Deposit, if the search exceeds 6 
hours

One third of the access fee

Postage or electronic transfer Actual cost, if any

4.4 Grounds for refusal

We may or must refuse access on the grounds in sections 62 to 70 of PAIA, including where disclosure would:

1. unreasonably disclose personal information of a third party (section 63);

2. disclose a third party’s trade secrets, commercial information or confidential information (sections 64 
and 65);

3. endanger the safety of individuals or property (section 66);

4. disclose records privileged from production in legal proceedings (section 67); or

5. disclose VerdanTech’s own trade secrets or commercial, financial or technical information that could 
cause it harm (section 68).

Section 70 requires disclosure in the public interest in limited circumstances, even where a ground of refusal  
applies.
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4.5 Remedies

There is no internal appeal against a decision of a private body. If you are dissatisfied with our decision, you  
may lodge a complaint with the Information Regulator or apply to court, in each case within 180 days of the 
decision.

5. Processing of personal information
This  section  gives  the  information  section  51(1)(c)  of  PAIA  requires.  Our  Privacy  Policy  at 
https://www.verdan.tech/privacy-policy gives more detail.

5.1 Purposes

We process personal information to respond to enquiries, conclude and perform client agreements, run our 
Portal, website and tools, market our own services, manage employees and suppliers, keep records required 
by law and protect our legal rights. When we run services for clients, we process their customers’ information 
on their behalf as an operator.

5.2 Data subjects and categories of information

Data subjects Categories of personal information

Clients and their representatives Names, job titles, contact details, company and billing details, Portal account 
and acceptance records, communications

Prospective clients and website 
visitors

Contact details, enquiry details, marketing preferences, device, browser and 
usage data, cookie identifiers

Clients’ customers and contacts 
(as operator)

Contact details, identifiers, online and analytics data, enquiry and lead 
information supplied by or collected for the client

Employees and contractors Identity and contact details, tax and banking details, employment records, 
payroll, leave records

Suppliers and service providers Contact details of representatives, contract, invoice and banking details

5.3 Recipients

Service providers that process information for us (including cloud hosting, email, productivity, CRM, project 
management, accounting, analytics, communication and artificial intelligence providers), professional advisers, 
auditors, insurers, debt collectors, credit bureaux and authorities where the law requires it.

5.4 Transfers outside South Africa

Some service providers store information outside South Africa, including in the European Union and the United 
States. We transfer personal information only as section 72 of POPIA permits, ordinarily where the recipient is 
subject to laws, binding corporate rules or an agreement that provide an adequate level of protection.

5.5 Security measures

We maintain appropriate, reasonable technical and organisational measures under section 19 of POPIA, 
including:

1. access restricted to authorised personnel on a need-to-know basis, with appropriate authentication;

2. encryption of personal information in transit;

3. reputable cloud service providers;

4. confidentiality obligations and data protection guidance for personnel; and

5. procedures for detecting and responding to security compromises.
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6. Availability and updates
This manual is available on our website at https://www.verdan.tech/paia-manual and for inspection at our street 
address during office hours. A copy is free of charge on request. We review it at least once a year and 
whenever our records or processing change materially.
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