
 

PAIA Manual for Outline 
 

Introduction: 

 

This PAIA (Promotion of Access to Information Act) Manual serves as 

a guide for Outline (referred to as "the Company" or "we") in 

complying with the provisions of the Promotion of Access to 

Information Act, No. 2 of 2000 (PAIA). This manual outlines the 

procedures and processes through which individuals can access 

information held by the Company. We are committed to promoting 

transparency and facilitating access to information in accordance 

with the provisions of PAIA. 

 

Contact Details: 

 

Company Name: Outline 

Physical Address:  

Postal Address:  

Telephone: 060 889 0747 

Email: accounts@outline.agency 

Website: www.outline.agency 

 

Guide on Access to Information: 

 

2.1 The Purpose of this Manual: 

The purpose of this manual is to provide guidance on how to request 

access to information held by the Company in accordance with PAIA. 

It outlines the procedures, forms, and requirements for making an 

access to information request. 

 

2.2 Guide on Making an Access to Information Request: 

To request access to information, please follow these steps: 

 

2.2.1 Form of Request: 

T: 060 889 0747 
E: accounts@outline.agency 
W: www.outline.agency 



Submit your request in writing using the prescribed Request for 

Access to Information Form (Form A) as provided in Annexure A of 

this manual. Alternatively, you may submit a written request 

containing the following information: 

 

Your name and contact details. 

 

Sufficient particulars to enable us to identify the record(s) requested. 

 

A description of the specific information requested. 

 

The preferred method of access (e.g., inspection, copies, etc.). 

 

Any other details that may assist in processing the request. 

 

2.2.2 Submitting the Request: 

Send your completed request form or written request to the 

Information Officer via one of the following methods: 

 

Postal Address: accounts@outline.agency 

Email: accounts@outline.agency 

 

2.2.3 Fees: 

A request fee may be applicable, as outlined in the Company's 

schedule of fees. The fee must be paid upon submission of the 

request, and further fees may be charged for additional services 

such as reproduction costs. 

 

2.2.4 Processing Time: 

We will acknowledge receipt of your request within the timeframe 

prescribed by PAIA. The request will then be processed, and you will 

be notified of the outcome within 30 days of receipt of the request, 

unless an extension has been granted. 

 

 

 

mailto:accounts@outline.agency


2.2.5 Grounds for Refusal: 

Access to information may be refused in certain circumstances as 

specified in PAIA. If access is denied, the grounds for refusal will be 

provided in writing, including information on the process for lodging 

an internal appeal. 

 

2.2.6 Internal Appeals: 

If your request for access to information is refused, you have the 

right to lodge an internal appeal within 30 days of receiving the 

refusal notice. Appeals should be submitted in writing to the 

Information Officer, who will review the decision and provide a 

response within 30 days. 

 

Availability of the Manual: 

 

This PAIA Manual is available for public inspection at the Company's 

physical address and on our website at [Insert Website URL]. Copies 

can also be requested from the Information Officer. 

 

Changes to the Manual: 

 

This PAIA Manual may be revised and updated from time to time. 

Any changes will be published on the Company's website, and the 

revised manual will be made available for inspection at the physical 

address provided. 

 

Contact Details of the Information Officer: 

 

The Information Officer is responsible for ensuring compliance with 

PAIA and handling access to information requests. The contact 

details of the Information Officer are as follows: 

 

Name: [Insert Name] 

Physical Address: [Insert Physical Address] 

Postal Address: [Insert Postal Address] 

Telephone: [Insert Contact Number] 



Email: [Insert Email Address] 

 

Annexure A: Request for Access to Information Form (Form A) 

 

Please refer to the attached document for the Request for Access to 

Information Form (Form A). This form should be completed when 

submitting an access to information request. 

 

Note: The contents of this PAIA Manual are subject to the provisions 

of PAIA and may be updated or revised to ensure ongoing 

compliance with the Act. 

 

Please feel free to contact us using the above contact details if you 

have any questions or require further information. 


