BELLAMONT

PROMOTION OF ACCESS TO INFORMATION
ACT (PAIA) MANUAL



DEFINITIONS

o M b~

Data Subject means the person to whom the Personal Information relates;

FAIS Act means the Financial Advisory and Intermediary Services Act, No. 37 of 2002;
FSCA means the Financial Sector Conduct Authority;

FSP means financial services provider;

Information Regulator means the Office of the Information Regulator as established in terms
of section 39 of POPIA, to monitor and enforce compliance with both POPIA and PAIA;

PAIA means the Promotion of Access to Information Act No. 2 of 2000, as amended;

Personal Information means any information relating to an identifiable natural person, or
to the extent applicable, a juristic person. This includes, but is not limited to information
relating to race, gender, sex, pregnancy, marital status, ethnic and social origin, colour,
sexual orientation, age, physical or mental health, religion, disability, language,
information relating to educational, medical, financial, criminal or employment history, any
identifying number, email address, physical address, telephone number, location
information, online identifier or biometric Personal Information;

POPIA means the Protection of Personal Information Act No.4 of 2013;

Process or Processing means any activity concerning Personal Information including the
collection, receipt, recording, organisation, collation, storage, updating or modification,
retrieval, alteration, consultation or use, dissemination by means of transmission,
distribution or making available in any other form, or merging, linking, as well as restriction,
degradation, erasure or destruction of information;

10.Record/s means any recorded information regardless of the from, including, for example,

written documents, audio, digital and video materials. A Record requested from a public or
private body refers to a Record that is in that body’s possession regardless of whether that
body created the Record; and

11.Responsible Party means a public or private body or any other person which, alone or in

conjunction with others, determines the purpose of and means for Processing Personal
Information.

INTRODUCTION

Bellamont Asset Management (Pty) Ltd is an authorised FSP in terms of the FAIS Act and is
regulated by the FSCA. The FSP number is 53075.

Bellomont Asset Management was founded on a fundamentally different philosophy to
traditional wealth managers and financial advisory firms, specifically on the principle of
being prepared to go above and beyond. Just under a decade ago, the founding partners
sought to create a wealth manager that offered the highest standard of personal service,
endeavouring to deliver strong investment performance by capturing the expertise and best
processes found in many of the larger investment houses. As an independent wealth
management company, owned 100% by the founders, the desire to succeed is inherent in
our service delivery and having custody of our clients’ assets is taken very seriously. We are
free from any external influences typically prevalent in big firms and can continue to operate
in ways that are meaningful to our clients. Our aim is to work hand-in-hand with our clients



to take a complex subject and make it comprehensible. In this way, informed and well-
considered decisions can be made with confidence and capital is protected for generations
to come. It often takes a lifetime to create real wealth and, managed appropriately, this can
become inter-generational. Everything we do is bespoke and personal. We have built a
team that aspires to be excellent in everything that we do, whilst always looking to retain a
degree of humility because there is always something to learn. Most importantly, we want
to enjoy what we do every day and work with like-minded people, and clients who want
and value our advice. We do not sell anything. We recognise that all families have different
requirements — some can be very simple, some can be somewhat more complex. We
understand the subtleties within families and build a rigorous framework and flexibility
within their finances for each generation to make the most appropriate decisions. Listening
to our clients over the years and curating a framework that simplifies complex matters is the
cornerstone of our bespoke solution.

PURPOSE OF THE PAIA MANUAL

This PAIA Manual may be used by the public to:

1.

Check the categories of Records held by the FSP that are available without having to submit
a formal PAIA request;

Understand how to make a request for access to a Record of the FSP, by providing a
description of the subjects on which the FSP holds Records and the categories of Records
held on each subject;

Know which Records of the FSP are available in accordance with other legislation;

4. Access the relevant contact details of the persons who will assist the public with the Records

they intend to access;
Know where to access the Information Regulators guide on how to use PAIA;

Know whether the FSP will process personal information, for what purpose personal
information is processed and the description of the categories of data subjects and of the
information or categories of information relating thereto;

Know the recipients or categories of recipients to whom the personal information may be
supplied;

Know if the FSP 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

Know whether the FSP has appropriate security measures to ensure the confidentiality,
integrity and availability of the personal information which is to be processed.



COMPANY CONTACT DETAILS

— Head Office Physical Address: Mill House, Boundary Terraces, 1 Mariendahl Road,
Newlands, Cape Town, 7700;

—  Head Office Postal Address: Mill House, Boundary Terraces, 1 Mariendahl Road,
Newlands, Cape Town, 7700;

— Telephone Number: +27 (21) 1006170;

—  E-mail: clientservices@bellamontgroup.com;
—  Website: www.bellamontgroup.com;

— Information Officer: Warren Quin;

—  Telephone Number: +27 (21) 100 6170; and

—  E-mail: Warren@bellaomontgroup.com

ACCESS TO RECORDS

1. PAIA grants a requester access to certain Records of a private body if the said Records are
required to exercise or protect any rights of the requester. Should a public body lodge such
a request, it must be acting in the public interest.

2. Any request for information in terms of PAIA, must be made in accordance with the
prescribed form and manner, at the rates provided. The prescribed form and manner and
the tariff are dealt with in sections 6 and 7.

3. The contact details of the Information Regulator are as follows:
— Postal Address:: PO Box 31533, Braamfontein, Johannesburg, 2017;
— E-mail address: inforeg@justice.gov.za; and
—  Website: https://inforegulator.org.za/

4. The Information Regulator has, in terms of section 10(1) of PAIA, as amended, made
availoble a Guide on how to use PAIA (the 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. The Guide is available in each of the official languages
and in braille, and can be obtained from the Information Regulator’'s website at
https://inforegulator.org.za/paia-guidelines/

5. If your PAIA request is denied, or there is no response from a public or private body for
access to Records, a complaint can be lodged with PAIAComplaints@inforegulator.org.za


https://inforegulator.org.za/paia-guidelines/

SCHEDULE OF RECORDS

Memorandum of Incorporation. | N Y
Minutes of Board of Directors N Y
meetings.

Records Relating to the N Y
Appointment of Directors/

Auditors/ Secretary/ Public

Officer and Other Officers.

Share Register and other N Y
statutory registers.

Annual Financial Statements. N Y
Tax Returns. N Y
Accounting Records. N Y
Banking Records. N Y
Asset Register. N Y
Rental Agreements. N Y
Invoices. N Y
PAYE Records. N Y
Documents Issued to Employees | N Y
for Income Tax Purposes.

Records of Payments made to N Y
SARS on Behalf of Employees.

Skills Development Levies. N Y
UIF. N Y
Employment Contracts. N Y
Employment Equity Plan. N Y
Salary records. N Y
Disciplinary Code. N Y
Leave Records. N Y
Training Records. N Y
Training Manuals. N Y




SCHEDULE OF RECORDS

Companies Act, 71 of 2008

Basic Conditions of Employment Act,75
of 1997

Collective Investment Schemes Control
Act No.45 of 2002

Companies Act, 71 of 2008

Consumer Protection Act No.68 of 2008

Electronic Communications Act No.36 of
2005

Employment Equity Act, 55 of 1998

Financial Advisory and Intermediary
Services Act, 37 of 2002

Financial Intelligence Act, Centre Act, 38
of 2001

Financial Markets Act No. 19 of 2012

Income Tax Act, 95 of 1967

Labour Relations Act, 66 of 1995

Occupational Health & Safety Act, 85 of
1993

Skills Development Act, 9 of 1999

Unemployment Insurance Act, 63 of
2001

Value Added Tax Act, 89 of 1991

PAIA Manual

PAIA




DESCRIPTION OF THE SUBJECTS ON WHICH THE FSP
HOLDS RECORDS AND CATEGORIES OF RECORDS HELD
ON EACH SUBJECT BY THE COMPANY

Strategic Documents Annual Reports, Strategic Plan, Annual

Performance Plan

Human Resources HR policies and procedures

FORM OF A REQUEST FOR INFORMATION

1.

A requester must use the prescribed Form 2 to request access to the information as per
paragraph 6 above.

2. Form 2 can be accessed at the following URL: https://inforegulator.org.za/paia-forms/

3. The request must be addressed to the Information Officer as indicated in clause 4.

4. The requester must provide sufficient detail on Form 2 to enable the Information Officer of

the company to establish who is requesting the said information as well as what information
is being requested and in what format.

The requester must provide sufficient detail in respect of his/her contact details and if the
requester wishes to be informed of the decision of the company in any manner (in addition
to written) the manner and particulars thereof.

Lastly, the right which the requester is seeking to exercise or protect with an explanation of
the reason the Record is required to exercise or protect the right.

After the company has decided on the request, the requester must be notified in the required
form.

If the request is granted, then a further access fee must be paid for the search, reproduction,
preparation and for any time that has exceeded the prescribed hour to search and prepare
the Record for disclosure. A Form 3 needs to be completed, which can be accessed at the
following URL: https://inforegulator.org.za/paia-forms/

. Ifthe request is refused in terms of either the mandatory or discretionary grounds of refusal,

the FSP must notify the requester thereof.


https://inforegulator.org.za/paia-forms/
https://inforegulator.org.za/paia-forms/

PRESCRIBED FEES

f—

. A requester who seeks access to a Record containing Personal Information about that

requester is not required to pay a request fee.

Every other requester, who is not a personal requester, must pay the required request fee,
as prescribed from time to time.

If the preparation of the Record requested requires more than the prescribed hours (six), a
deposit shall be paid (of not more than one third of the access fee which would be payable
if the request were granted).

A requestor may lodge an application with a court against the tender/payment of the
request fee and/or deposit.

Records may be withheld until the fees have been paid.

Fees applicable in respect of private bodies are as per Annexure B of the regulations to
PAIA.

PROCESSING OF PERSONAL INFORMATION IN TERMS OF
POPIA

. The FSP may be required to Process Personal Information in terms of PoPIA.

. A Data Subiject is entitled to access the Personal Information held by a Responsible Party,

including information about the identity of all third parties, or categories of third parties,
who have, or have had, access to the Personal Information.

To view the FSPs Privacy Policy, contact the Information Officer as per company contact
details

AVAILABILITY OF THE MANUAL

1.

2.

This manual is available for inspection at the offices of the company during normal business
hours free of charge upon prior arrangement with the Information Officer of the company.

A copy is also made available on the website of the FSP.
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