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PREAMBLE 

 

Legal basis and background for the Manual 

 

CONSTITUTION OF THE REPUBLIC OF SOUTH AFRICA, 1996 

 

The right of access to information is contained in section 33 of the Constitution of 

the Republic of South Africa, 1996 (‘the Constitution’), which provides as follows: 

(1)  Everyone has a right of access to – 

(a) any information held by the state; and 

(b) any information that is held by another person and that is required for 

the exercise or protection of any rights. 

(2)   National legislation must be enacted to give effect to this right, and may 

provide for reasonable measures to alleviate the administrative and 

financial burden on the state. 

 

PROMOTION OF ACCESS TO INFORMATION ACT, 2000 

 

As stated above, the Constitution provides that national legislation must be 

enacted to give effect to the right of access to information. 

 

The national legislation that has been enacted to give effect to this right is the 

Promotion of Access to Information Act, 2000 (Act No. 2 of 2000) (‘PAIA’ or ‘the 

Act’).  

 

Section 14(1) of PAIA provides that within six months after the commencement of 

this section or the coming into existence of a public body, the information officer of 

the public body concerned must compile the manual in at least three (3) official 

languages. The manual must contain, among others, the structure and functions 

of the public body and the index of records held by the public body.  
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Further, section 14(2) provides that a public body must, if necessary, update and 

publish its manual at intervals of not more than one year. Finally, section 14(3) 

provides that each manual must be made as prescribed by section 14(1).   

 

PURPOSE OF THE MANUAL 

 

In order to promote effective governance of public bodies, it is necessary to ensure 

that everyone is empowered and educated to understand their rights in terms of 

the Act.  

 

The manual is intended to foster a culture of transparency and accountability by 

giving effect to the right to information that is required for the exercise or protection 

of any right and to actively promote a society in which the people of the Republic 

of South Africa have effective access to information to enable them to fully exercise 

and protect their rights. 

 

This manual envisages providing a broad, yet comprehensive guide that will 

enable the person requesting access to information (‘the Requestor’) to obtain the 

records that they are entitled to in a quick, easy and accessible manner taking into 

account the vision and mission statements of NERSA: 

 

NERSA’s Vision: 

To be a recognised world-class leader in energy regulation 

 

NERSA’s Mission: 

To regulate the energy industry in accordance 

with government laws and policies, standards 

and international best practices in support of 

sustainable and orderly development 
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Section 9 of the Act, however, recognises that such a right of access to information 

cannot be unlimited and should be subject to justifiable limitations, including but 

not limited to, the limitations aimed at the reasonable protection of: 

 privacy; 

 commercial confidentiality; and 

 effective, efficient and good governance. 
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CHAPTER 1 

 

STRUCTURE AND FUNCTIONS 

 

1.1 STRUCTURE OF NERSA 

 

The National Energy Regulator (NERSA) is the regulatory authority over the 

energy industry in the Republic of South Africa. NERSA is a statutory body, 

established in terms of Section 3 of the National Energy Regulator Act, 2004 (Act 

No. 40 of 2004) ('the National Energy Regulator Act’).  

 

NERSA’s mandate is to regulate the electricity, piped-gas and the petroleum 

pipeline industries in terms of the Electricity Regulation Act, 2006 (Act No. 4 of 

2006) (‘Electricity Regulation Act’), Gas Act, 2001 (Act No. 48 of 2001) (‘the Gas 

Act’) and the Petroleum Pipelines Act, 2003 (Act No. 60 of 2003) (‘the Petroleum 

Pipelines Act’).  

 

The Minister of Energy appoints the members of the Energy Regulator. The Energy 

Regulator consists of nine members – four full-time members, inclusive of the Chief 

Executive Officer, and five part-time members.  

 

According section 8(10) of the National Energy Regulator Act, the Energy 

Regulator may establish subcommittees of its members to perform designated 

functions. These subcommittees are tabulated on page 13 of this manual. 

 

The structure of NERSA has seven divisions, of which three are regulatory and 

four are supportive. The divisions are managed by Executive Managers and the 

departments within these divisions are managed by Heads of Department. There 

are Specialised Units within the structure that are managed by Senior Managers. 
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The three regulatory industries are: 

 Electricity Regulation Division consisting of the following departments: 

o Electricity Infrastructure Planning, and 

o Electricity Pricing and Tariffs; 

 Piped-Gas Regulation Division consisting of the following departments: 

o Gas Pricing and Tariff, and 

o Gas Licensing, Compliance and Dispute Resolution; and 

 Petroleum Pipelines Regulation Division consisting of the following 

departments: 

o Petroleum Pipelines Pricing and Tariff, and 

o Petroleum Pipelines Licensing, Compliance and Dispute Resolution. 

 

The support divisions are as follows: 

 Corporate Services Division consisting of the following departments: 

o Legal Advisory Services, 

o Communication and Stakeholder Management, 

o International Coordination and partnerships, and 

o Information Resources Management; 

 Human Resources Division; 

 Finance and Administration Division; and 

 Special Support Units consisting of the following: 

o Regulator Support, 

o Regulatory Analysis and Research, 

o Strategic Planning and Monitoring, and 

o Internal Audit. 

 

A full organogram of the structure can be found on page 12 of this manual. 
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1.2 FUNCTIONS OF NERSA 

 

The National Energy Regulator Act recognises the following as the functions of the 

Energy Regulator:  

 to undertake the functions of the Gas Regulator as set out in the Gas Act;  

 to undertake the functions of the Petroleum Pipelines Regulator as set out 

in the Petroleum Pipelines Act; and  

 to undertake the functions of the National Electricity Regulator as set out in 

the Electricity Act. 

 

These acts provide for what ‘must’ and what ‘may’ be done by the Energy 

Regulator.  

 

Under the Electricity Regulation Act, 2006 

 

Section 4 of the Electricity Regulation Act provides for powers and duties of the 

Energy Regulator. According to this section, the Energy Regulator must:  

 consider applications from licensees for the operation of generation, 

transmission and distribution facilities, for the import and export of electricity 

and for trading in electricity; 

 regulate prices and tariffs; 

 register persons that are required to register; 

 issue rules designed to implement the national government’s electricity 

framework and the Act; 

 establish and manage monitoring and information systems and coordinate 

integration thereof; 

 enforce performance and compliance; and  

 take appropriate steps in the case of non-compliance. 
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Furthermore, in terms of the Electricity Regulation Act, the Energy Regulator may: 

 issue licences for the operation of a generation transmission and distribution 

facilities; 

 mediate between generators, transmitters, distributors, customers or end 

users; 

 undertake investigations into the activities of licensees; and  

 perform any other act incidental thereto. 

 

Under the Petroleum Pipelines Act, 2003 

 

Section 4 of the Petroleum Pipelines Act provides for powers and duties of the 

Energy Regulator. According to this section, the Energy Regulator must, as 

appropriate: 

 issue licences for: 

o the construction and conversion of petroleum pipelines, loading facilities 

and storage facilities, and 

o the operation of petroleum pipelines, loading facilities and storage 

facilities; 

 gather and store information relating to the construction, conversion and 

operation of petroleum pipelines, loading facilities and storage facilities; 

 undertake investigations and enquiries into the activities of licensees; 

 act as mediator or arbitrator in accordance with the provisions of this Act; 

 consult, where necessary, with Government Departments and other bodies 

and institutions regarding any matter contemplated in this Act; 

 set or approve tariffs and charges in the manner prescribed by regulation; 

 monitor and take appropriate action, if necessary, to ensure that access to 

petroleum pipelines, loading facilities and storage facilities is provided in a 

non-discriminatory, fair and transparent manner; 
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 expropriate land or any right in or any right in respect of land, necessary for 

the exercise of a licensee's rights; 

 promote competition in the petroleum pipelines industry; 

 take decisions that are not at variance with published Government policy; 

 perform any activity incidental to the performance of its duties; 

 make rules in accordance with section 33(3); and 

 exercise any power or perform any duty conferred or imposed on it under 

any law. 

 

Under the Gas Act, 2001 

 

Section 4 of the Gas Act provides for powers and duties of the Energy Regulator. 

According to this section, the Energy Regulator must, as appropriate: 

 issue licences for: 

o construction of gas transmission, storage, distribution, liquefaction and 

re-gasification facilities, 

o conversion of infrastructure into transmission, storage, distribution, 

liquefaction and re-gasification facilities, 

o operation of gas transmission, storage, distribution, liquefaction and re-

gasification facilities, and  

o trading in gas; 

 gather information relating to the production, transmission, storage, 

distribution, trading, liquefaction and re-gasification of gas; 

 issue notices in terms of section 26(1) and, if necessary, take remedial 

action in terms of section 26(2); 

 undertake investigations and inquiries into the activities of licensees 

regarding any matter contemplated in this Act; 
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 consult with government departments and other bodies and institutions 

regarding any matter contemplated in this Act; 

 consult with government departments and gas regulatory bodies of other 

countries to promote and facilitate the construction, development and 

function of gas transmission, storage, distribution, liquefaction and re-

gasification; 

 regulate prices in terms of section 21(1)(p) in the prescribed manner; 

 monitor and approve and if necessary regulate transmission, storage and 

tariffs and take appropriate action when necessary to ensure that they are 

applied in a non-discriminatory manner as contemplated in section 22; 

 expropriate land or any right in, over or in respect of such land as is 

necessary for the performance of a licensee’s functions; 

 promote competition in the gas industry; 

 promote the optimal use of available gas resources; 

 take decisions that are not at variance with published Government policy; 

 publish, from time to time, a list of other legislation applicable to the gas 

industry; 

 perform any activity incidental to the performance of its function; 

 make rules in accordance with section 34(3); and 

 exercise any power or perform any duty conferred or imposed on it under 

any law.  
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1.3 ORGANOGRAM OF NERSA 
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1.4 INSTITUTIONAL STRUCTURE 

 

1.4.1 The Regulator Members 

In terms of section 5 of the Energy Regulator Act, the Minister of 

Energy appoints nine Regulator Members. 

1.4.1.1 Of the nine Regulator Members: 

 four are Full-Time Regulator Members (FTRMs) and hold 

office for a period of five years; and  

 five are Part-Time Regulator Members (PTRMs) and hold 

office for a period of four years. 

 

1.4.1.2 The Chairperson and Deputy Chairperson are Part-Time 

Regulator Members. 

 

1.4.1.3 The Full-Time Regulator Members are: 

 Chief Executive Officer; and 

 three Members primarily responsible for Electricity, Piped-

Gas and Petroleum Pipelines industry regulation 

respectively. 

 

1.4.2 Regulatory Subcommittees  

Regulatory Subcommittees are open to the public, except where 

confidential matters are to be considered. The subcommittees are as 

follows. 

 

1.4.2.1 Electricity Subcommittee (ELS) 

 Six members (all four FTRMs and two PTRM) 

 Chaired by Member Primarily Responsible for Electricity 

 Monthly meetings  
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1.4.2.2 Piped-Gas Subcommittee (PGS) 

 Six members (all four FTRMs and two PTRM) 

 Chaired by Member Primarily Responsible for Piped-Gas 

 Monthly meetings 

 

1.4.2.3 Petroleum Pipelines Subcommittee (PPS) 

 Six members (all four FTRMs and two PTRM) 

 Chaired by Member Primarily Responsible for Petroleum 

Pipelines 

 Monthly meetings  

 

1.4.3 Cross-Cutting Subcommittees  

 

1.4.3.1 Regulator Executive Committee (REC) 

 Four members – all four FTRMs 

 Chaired by the CEO 

 Meetings held twice a month 

 Committee considers regulatory activities as delegated 

by the Energy Regulator in the Delegation Matrix, and 

operational matters 

 

1.4.4 Governance Committees – not open to the public: 

 

1.4.4.1 Human Resource and Remuneration Committee (HRRC)  

 Seven members – three Part-Time, two Full-Time and 

two external members 

 Chaired by a Part-Time Member  

 Meets quarterly 
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1.4.4.2 Finance Committee (FIC) 

 Five Members – two Part-Time, two Full-Time and one 

external member 

 Chaired by Part-Time Member  

 Meets quarterly 

 

1.4.4.3  Audit and Risk Committee (ARC) 

 Four members – two Part-Time and two external 

members 

 Chaired by Part-Time Member 

 Chairperson of Energy Regulator and the CEO are 

invitees  

 Meets quarterly 
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CHAPTER 2 

 

CONTACT DETAILS OF INFORMATION OFFICERS 

 

1. Information Officer 

 Chief Executive Officer of the National Energy Regulator 

(NERSA) 

Tel: +27 12 401 4620 

 

2. Deputy Information Officer 

Knowledge Manager of the National Energy Regulator 

(NERSA) 

Email:Info@nersa.org.za 

Tel: +27 12 401 4626 

 

3. Physical Address  

 Kulawula House 

 526 Madiba Street 

 Arcadia 

 Pretoria 

 South Africa 

 

4. Postal Address 

 PO Box 40343 

 Arcadia 0007 

 Pretoria 

 South Africa 

 

5. Fax Number 

 +27 12 401 4700   
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CHAPTER 3 

 

GUIDE ON HOW TO USE THE ACT 

 

In pursuit of section 10 of the Act, the Human Rights Commission has compiled a 

guide on how one can exercise one’s right contemplated in the Act.  

 

This guide is available from the South African Human Rights Commission. 

 

Any queries related thereto must be directed to: 

 

The Research and Documentation Department 

South African Human Rights Commission  

PAIA Unit 

Private Bag 2700 

HOUGHTON 

2041 

 

Tel No: +27 11 484 8300 

 

Fax No: +27 11 484 1360 

 

Email: PAIA@sahrc.org.za 

 

Website: www.sahrc.org.za 

 

  

mailto:PAIA@sahrc.org.za
http://www.sahrc.org.za/
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CHAPTER 4 

 

ACCESS TO RECORDS 

 

4.1  Voluntary Disclosure 

 

Information on the following subjects is available without formal request as 

prescribed in PAIA:1  

4.1.1 the National Energy Regulator’s Publications and all Annual Reports; 

4.1.2 general information pertaining to the National Energy Regulator and 

information regarding the services rendered; and 

4.1.4 information available on the website of the National Energy Regulator 

at www.nersa.org.za, which includes: 

4.1.4.1 legislation pertaining to NERSA, 

4.1.4.2 Decisions made by the Energy Regulator, 

4.1.4.3 Reasons for the Decisions made by the Energy Regulator, 

and 

4.1.4.4 documentation on available tenders and bid documentation. 

 

Note: Notwithstanding the above, an appointment to view documentation will 

still have to be made with the information officer or their deputy, although a 

formal application need not be submitted. 

 

4.2 Information to be formally requested 

 

NERSA holds information pertaining to the following subjects and such 

information must be formally requested in terms of the Act. Inclusion of any 

subject or category should not be taken as an indication that records falling 

within those subjects and/or categories will be made available under the Act. 

                                                 
1 Section 15 

http://www.nersa.org.za/
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In particular, certain grounds of refusal as set out in the Act may be applicable 

to a request for such records. 

 

The following are the categories of information for which a formal request 

must be made to NERSA. 

 

4.2.1 Finance and Administration 

4.2.1.1 Minutes of the meetings of the Energy Regulator (non-

confidential parts) 

4.2.1.2 Minutes of meetings of subcommittees 

4.2.1.3 Minutes of staff meetings and/or management meetings 

4.2.1.4 Accounting records, books and documents 

4.2.1.5 Interim and Annual Financial Records 

4.2.1.6 Details of Auditors 

4.2.1.7 External Auditors Reports 

4.2.1.8 Service Level Agreements 

4.2.1.9 Agreements of Lease with tenants and concessionaires 

4.2.1.10 Supply Chain Management Policy 

4.2.1.11 Bid Evaluation Committee minutes and scoring 

4.2.1.12 Bid Adjudication minutes 

4.2.1.13 Bid documents 

 

4.2.2 Human Resources 

4.2.2.1 Organisational Structure 

4.2.2.2 Employment Equity Plan 

4.2.2.3 Human Resources Policy 

4.2.2.4 Agreements with Trade Unions 

4.2.2.5 Disciplinary records and documentation pertaining to 

disciplinary proceedings 

4.2.2.6 Personal files of employees 
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4.2.3 Other Documentation  

4.2.3.1 Licences and General Conditions 

4.2.3.2 Reasons for decisions of the Energy Regulator (non-

confidential parts) 

4.2.3.3 Other documents related to/supporting the application of 

licence applications 

4.2.3.4 Tariffs and related documents 

 

4.3 Request Procedure 

 

The Requester must comply with the following before consideration will be 

given to their request for information: 

4.3.1 The Requester must comply with all the procedural requirements in 

the Act relating to the request for access to the record.  

4.3.2 The Requester must ensure that access to that record is not refused 

on any ground of refusal mentioned in the Act. 

4.3.3 The Requester must use Form A, attached as a schedule to this 

manual, to request information. 

4.3.4 If the Requestor asks for access in a particular form, then the 

Requester should obtain access in the manner that has been 

requested, unless doing so would interfere unreasonably with the 

running of the business of NERSA or damage the record or infringe on 

the right of a third party. If for practical reasons access cannot be given 

in the required form, but can be given in an alternate manner, then the 

fee will be calculated according to the manner originally requested.2 

4.3.5 If in addition to a written reply to their request for the record, the 

Requester wants to be informed of the decision in any other way, this 

must be indicated.3 

                                                 
2 Section 29 (3) and (4) of PAIA 
3 Section 18 (2) (e) of the PAIA 
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4.3.6 If a Requester is requesting the information on behalf of somebody 

else, the capacity in which the request is being made should be 

indicated.4 

4.3.7 If a Requester is unable to read or write, or has a disability, the request 

for the record can be made orally. The information officer must then fill 

in the form on behalf of such a Requestor and provide them with a 

copy.5 

 

4.4 Remedies available to Requestors on refusal by NERSA 

to provide Information 

 

 The Act makes provision for an internal and external appeal procedure 

should NERSA refuse to provide information to the Requestor. 

  

(i) Internal Appeal 

 

Any aggrieved Requester may fill in Form B, which is a schedule to this 

manual, and internally appeal the decision made by the information officer to 

the Energy Regulator. The outcome of the appeal will be made known to the 

Requester within a reasonable time. 

 

(ii) External Appeal 

 

A Requestor that is dissatisfied with the outcome of the internal appeal and 

refusal to disclose information may, within 30 days of notification of the 

decision, apply to the High Court for relief. 

 

                                                 
4 Section 18 (2) (f) of PAIA  
5 Section 18 (3) of the Act 
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Likewise, a third party who is dissatisfied with the Information Officer’s 

decision to grant a request for information may, within 30 days of knowledge 

of their grievance, apply to the High Court for relief. 
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CHAPTER 5 

 

SERVICES AVAILABLE 

 

NATURE OF SERVICES 

 

NERSA renders the following services in terms of its legislative 

mandate: 

 

5.1 Electricity 

5.1.1 issuing licences for generation, transmission and distribution; 

5.1.2 issuing licences for traders; 

5.1.3 setting of tariffs; 

5.1.4 development of tariff methodologies; 

5.1.5 evaluation and approval of tariff applications from licensees; 

5.1.6 development of pricing frameworks; 

5.1.7 planning for the country’s future electricity demand; 

5.1.8 promoting alternative electricity generation; 

5.1.9 promoting demand side management and energy efficiency; 

5.1.10 design of the regulatory framework for the introduction of Regional 

Electricity Distributor Networks; 

5.1.11 imports and exports; 

5.1.12 mediation between generators, transmitters, distributors, customers or 

end users; 

5.1.13 undertaking investigations into the activities of licensees; and  

5.1.14 performing any other act incidental thereto. 

 

5.2 Petroleum Pipelines 

5.2.1 issuing licences for the construction and operation of petroleum 

pipelines facilities; 
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5.2.2 gathering information on petroleum pipelines and storage and loading 

facilities; 

5.2.3 ensuring orderly development and security of supply of the petroleum 

pipelines industry; 

5.2.4 monitoring compliance with the Petroleum Pipelines Act and 

regulations; 

5.2.5 enforcing third-party access to petroleum facilities; 

5.2.6 development of tariff methodologies for the petroleum pipelines and 

the storage and loading facilities; 

5.2.7 evaluating and setting tariffs for petroleum pipelines and approving 

tariffs for petroleum storage facilities and loading facilities; and 

5.2.8 collecting certain data on industry. 

 

5.3 Piped-Gas 

5.3.1 issuing of licences for the construction, conversion and operation of 

piped-gas facilities, and reading in gas; 

5.3.2 gathering information on all piped-gas activities for adequate planning 

and security of supply; 

5.3.3 monitoring and approving piped-gas tariffs for storage and 

transmission; 

5.3.4 enforcing third-party access policies; and 

5.3.5 metering of gas entering South Africa.  

 

HOW TO GAIN ACCESS TO THESE SERVICES 

 

NERSA is committed to providing services in accordance to its Mission statement, 

which reads: 

To regulate the energy industry in accordance with government laws and 

policies, standards and international best practices in support of sustainable 

and orderly development. 
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5.4 The services can be accessed by a potential licensee (for the purpose of 

obtaining a licence for any of the activities regulated by NERSA), by any other 

member of the public and by stakeholders by the following means: 

5.4.1 filling in an application for any of the activities regulated by NERSA; 

5.4.2 taking part in public hearings and submitting comments when such 

notice is made; and 

5.4.3 lodging a complaint and requesting mediation from NERSA. 

 

5.5 More information on NERSA and the services available can be accessed in 

the following manner: 

5.5.1 visiting the NERSA website at www.nersa.org.za; 

5.5.2 visiting NERSA’s physical address at Kulawula House, 526 Madiba 

Street, Arcadia, Pretoria; or  

5.5.3 calling the NERSA Contact Centre for inquiries at +27 12 401 4600. 

 

 

  

http://www.nersa.org.za/
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 CHAPTER 6 

 

ARRANGEMENT FOR ALLOWING FOR PUBLIC 

PARTICIPATION IN DISCHARGING THE MANDATE OF 

NERSA 

 

The National Energy Regulator Act makes provision for public participation by 

stating that every decision of the Energy Regulator must be in writing and more 

importantly, the decision must be taken using a procedurally fair process in which 

affected persons have the opportunity to submit their views and present relevant 

facts and evidence to the Energy Regulator.6 

 

In compliance with the above provision, NERSA utilises two processes for this 

purpose in terms of the Promotion of Administrative Justice Act, 2000 (Act No. 2 

of 2000) (‘PAJA’). These processes are: 

(i) Public Hearings; and 

(ii) Notice and Comment procedure. 

 

6.1 Public Hearings 

 

In matters and licence applications that affect the public, NERSA holds public 

hearings. NERSA places an advert of the public hearing specifying the date, time 

and venue for the public hearing and also appeals that any person desiring to make 

oral representation at the public hearing indicate this to the Chairperson of the 

Subcommittee holding the public hearing. The rules for public hearings are 

available at the offices of NERSA upon request. 

 

                                                 
6 See S 10 (1)(d) of Act 40 of 2004 
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6.2 Notice and Comment Procedure 

 

Where NERSA is of the opinion that an application does adversely affect the rights 

of the public, notice will be given to the applicant and members of the public will 

then be called upon to forward their comments to the Energy Regulator. If the 

Energy Regulator is of the opinion that, on the basis of the comments received, a 

public hearing needs to be held so that oral evidence be heard, this procedure will 

then be converted to that of a public hearing and due process will be followed. 
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CHAPTER 7 

 

MISCELLANEOUS 

 

7.1 This manual will be available at: 

 7.1.1 the NERSA website (www.nersa.org.za); 

 7.1.2 the office of the Human Rights Commission; 

 7.1.3 the office of NERSA; and 

7.1.4 every place of legal deposit as defined in Section 6 of the Legal    

Deposit Act, 1997 (Act No. 54 of 1997) (‘the Legal Deposit Act’).  

These places in terms of the Legal Deposit Act are the following: 

(a) the City Library Services, Bloemfontein; 

(b) the Library of Parliament, Cape Town; 

(c) the Natal Society Library, Pietermaritzburg; 

(d) the South African Library, Cape Town; 

(e) the State Library, Pretoria; 

(f) the National Film, Video and Sound Archives, Pretoria (certain 

categories); and  

(g)  any other library or institution prescribed by the Minister. 

  

7.2 This manual will be updated annually and an amended version delivered to 

the office of the Republic of South Africa Human Rights Commission. 

 

7.3 This manual will be available in three of the official languages spoken in 

South Africa to ensure optimum accessibility, namely: 

7.3.1 English; 

7.3.2 Sepedi; and 

7.3.3 iSi-Zulu 

  

http://www.nersa.org.za/
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SCHEDULES 

 

 

1. PRESCRIBED FEES 

2. PRESCRIBED FORM FOR 

ACCESS TO RECORDS 

[FORM A] 

3. INTERNAL APPEAL FORM   

  [FORM B] 
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FEES IN RESPECT OF PUBLIC BODIES 

 

1. The fee for a copy of the manual as contemplated in regulation 5(c) is R0.60 

for every photocopy of an A4-size page or part thereof. 

 

2. The fees for reproduction referred to in regulation 7(1) are as follows: 

           R 

(a)  For every photocopy of an A4-size page or 

         part thereof        0.60 

(b)  For every printed copy of an A4-size page or part thereof    

       held on a computer or in electronic or machine-readable 

       form         0.40 

(c)  For a copy in a computer-readable form on: 

(i) stiffy disc       5.00 

(ii) compact disc       40.00 

(d)       (i) For a transcription of visual images,            

for an A4-size page or part thereof           22.00 

      (ii)      For a copy of visual images    60.00 

(e)       (i)       For a transcription of an audio record,           

                for an A4-size page or part thereof   12.00 

      (ii)      For a copy of an audio record    17.00 

 

3. The request fee payable by every Requester, other than a personal 

requester, referred to in regulation 7(2) is R35.00. 

 

4. The access fees payable by a Requester referred to in regulation 7(3) are 

as follows: 

R 

(1) (a) For every photocopy of an A4-size page or 

                 part thereof         0.60 
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 (b)      For every printed copy of an A4-size page or part 

thereof held on a computer or in electronic or  

machine-readable form       0.40 

(c)        For a copy in a computer-readable form on: 

(i)  stiffy disc        5.00  

(ii)       compact disc       40.00 

 (d)       For a transcription of visual images: 

                 (i)        for an A4-size page or part thereof     22.00 

      (ii)        For a copy of visual images     60.00 

 (e) For a transcription of an audio record: 

                 (i)        for an A4-size page or part thereof     12.00 

        (ii)        for a copy of an audio record      17.00 

(f) To search for and prepare the record for disclosure is R15.00 for each 

hour or part of an hour, excluding the first hour, reasonably required for 

such search and preparation. 

 

(2) For purposes of section 22(2) of the Act, the following applies: 

(a) six hours as the hours to be exceeded before a deposit is payable; 

and 

(b) one third of the access fee is payable as a deposit by the 

Requester. 

 

(3) The actual postage is payable when a copy of a record must be posted to a 

Requester. 

 

 

 

 

  



Manual in terms of section 14 of PAIA 

 
 

32 

FORM A 

 

REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY 

 

[Section 18(1) of the Promotion of Access to Information Act, 2000 (Act No. 2 of 

2000)] 

 

[Regulation 6] 

 

FOR DEPARTMENTAL USE 

  

Reference number: 

Request received by: 

___________________________________  

(name and surname of Information Officer/Deputy Information Officer)  

on ________________ (date) at ________________________ (place) 

Request fee (if any): R ________________ 

Deposit (if any):        R ________________ 

Access fee:               R ________________  

 

 ____________________________ 

Signature of Information Officer/Deputy Information Officer 
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A Particulars of public body 

The Information Officer/Deputy Information Officer: 

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________ 

 

B  Particulars of person requesting access to the record 

 

(a) The particulars of the person who requests access to the 

record must be given below. 

(b) The address and/or fax number in the Republic to which the 

information is to be sent, must be given. 

(c) Proof of the capacity in which the request is made, if 

applicable, must be attached. 

 

 

Full names and surname: ______________________________  

 

Identity number: _____________________________________ 

 

Postal address: ______________________________________ 

 

Fax number: ________________________________________ 
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Telephone number: __________________________________ 

 

Email address: _____________________________________ 

Capacity in which request is made, when made on behalf of another person: 

 

C. Particulars of person on whose behalf request is made 

 

This section must be completed ONLY if a request for information is made on 

behalf of another person. 

 

Full names and surname: ______________________________ 

 

Identity number: _____________________________________ 

 

D. Particulars of record 

 

(a) Provide full particulars of the record to which access is requested, including 

the reference number if that is known to you, to enable the record to be 

located. 

(b) If the provided space is inadequate, please continue on a separate folio and 

attach it to this form.  

The Requester must sign all the additional folios. 

 

1 Description of record or relevant part of the record: 

___________________________________________________ 

2 Reference number, if available: _______________________ 

3 Any further particulars of record: 

___________________________________________________ 
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E. Fees 

 

(a) A request for access to a record, other than a record containing personal 

information about yourself, will be processed only after a request fee has 

been paid. 

(b) You will be notified of the amount required to be paid as the request fee. 

(c) The fee payable for access to a record depends on the form in which access 

is required and the reasonable time required to search for and prepare a 

record. 

(d) If you qualify for exemption of the payment of any fee, please state the reason 

for exemption. 

 

 

Reason for exemption from payment of fees: 

___________________________________________________

___________________________________________________ 

 

 

F. Form of access to record 

 

If you are prevented by a disability to read, view or listen to the record in the form 

of access provided for in 1 to 4 below, state your disability and indicate in which 

form the record is required. 
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Disability: 
Form in which record is 

required: 

Mark the appropriate box with an X. 

NOTES: 

(a) Compliance with your request for access in the specified form may 

depend on the form in which the record is available. 

(b) Access in the form requested may be refused in certain circumstances. 

In such a case you will be informed if access will be granted in another 

form. 

(c) The fee payable for access to the record, if any, will be determined 

partly by the form in which access is requested. 

1. If the record is in written or printed form: 

 copy of record*  inspection of record 

2. If record consists of visual images: 

(this includes photographs, slides, video recordings, computer-generated 

images, sketches, etc.): 

 view the images  copy of the images*  

transcription of 

the 

images* 

3. If record consists of recorded words or information that can be 

reproduced in sound: 

 

listen to the 

soundtrack 

(audio cassette) 

 
transcription of soundtrack* 

(written or printed document) 

4. If record is held on computer or in an electronic or machine-readable 

form: 

 
printed copy of 

record' 
 

printed copy of 

information 

derived from the 

record* 

 

copy in computer 

readable form* 

(stiffy or compact 

disc) 
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*If you requested a copy or transcription of a record (above), 

do you wish the copy or transcription to be posted to you? 

Postage is payable. 

YES NO 

Note that if the record is not available in the language you prefer, access 

may be granted in the language in which the record is available. 

In which language would you prefer the record? 

 

G. Notice of decision regarding request for access 

 

You will be notified whether your request has been approved/denied. If you wish 

to be informed in another manner, please specify the manner and provide the 

necessary particulars to enable compliance with your request. 

 

How would you prefer to be informed of the decision regarding your request for 

access to the record? 

______________________________________________________________ 

______________________________________________________________ 

 

 

Signed at ______________________ on this _________ day of 

____________________ 20____. 

 

 

_____________________________________  

 

SIGNATURE OF REQUESTER/PERSON ON  

WHOSE BEHALF REQUEST IS MADE 
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FORM B 

 

NOTICE OF INTERNAL APPEAL 

[Section 75 of the Promotion of Access to Information Act, 2000 

(Act No. 2 of 2000)] 

 

[Regulation 8]  

 

REFERENCE NO: _________________ 

 

 

A. Particulars of public body 

  

The Information Officer/Deputy Information Officer 

___________________________________________________

___________________________________________________

___________________________________________________ 

 

B. Particulars of Requester/third party lodging the internal appeal 

  

(a) The particulars of the person lodging the internal appeal must be given 

below   

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________ 

 

(b) Proof of the capacity in which the appeal is lodged, if applicant, must be 

attached.  
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(c) If the appellant is a third person and not the person who originally requested 

the information, the particulars of the Requester must be given below. 

 Full name___________________________________________________ 

 

 Identity No.__________________________________________________ 

 Postal address 

___________________________________________________________ 

 Fax No. ____________________________________________________ 

 Telephone __________________________________________________ 

 Email address ______________________________________________ 

 Capacity in which an internal appeal on behalf of another person is being 

lodged: _____________________________________________________ 

 

C. Particulars of Requester (complete this section ONLY if you are 

requesting as third party on behalf of Requester) 

 Full name ___________________________________________________ 

 Identity No. _________________________________________________ 

 

D.  The decision against which the internal appeal is lodged 

  

 Mark the decision against which the internal appeal is lodged with 

an + in the appropriate box: 

 Refusal of request to access 

 Decision regarding fees prescribed in terms of section 22 of the Act 

 Decision regarding the extension of the period within which a 

request must be dealt with in terms of section 26(1)  

 Decision in terms of section 29(3) of the Act to refuse access in the 

form requested by the Requester 

 Decision to grant request for access 
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E.  Grounds for appeal 

 ___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________  

 

F. Notice of decision of appeal  

 

 You will be notified in writing of the decision on your internal appeal. If you 

wish to be informed in another manner, please specify the manner and 

provide the necessary particulars to enable compliance with your request 

 

 State the manner ____________________________________________ 

 Particulars of manner _________________________________________ 

___________________________________________________________ 

 

 

 Signed at ____________________ on this __________ day of 

_______________ 20_____. 

 

 Signature of Appellant ______________________ 
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FOR INTERNAL USE 

 

OFFICIAL RECORD OF INTERNAL APPEAL 

 

REFERENCE NO: ____________________ 

Name of Information Officer/Deputy Information Officer: 

___________________________ 

Appeal received on: ________________________ by 

___________________________ 

Reason for Appeal stated: Yes ____ No _____ (mark with a tick) 

 

OUTCOME OF APPEAL 

 

Decision of the Energy Regulator: 

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________ 

Date decision taken: 

___________________________________________________ 

___________________________________________________ 

 

Date:  ________________________________________

      

Signature: ________________________________________ 

 


