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1. INTRODUCTION to the company and the type of business
1.1. Razzmatazz Trading and Investments 20 (Pty) Ltd trading as ExecutivePlacements.com, Jobplacements.com and Zigo.co.za is registered as a private company, registration number 2005/021554/07 in accordance with the Companies Act, 71 of 2008 (hereinafter referred to as “the Company”).
1.2. It is a privately owned company which operates internationally. It is a job portal which holds a data base of candidates for personnel placement in the executive realm. It is a one point network linking executive candidates with executive recruiters. 
1.3. The Company’s website address is www.executiveplacements.com.
2. Contact details (section 51)
2.1. The directors of the Company are Mr Charles Edelstein and Mr Jonathan Oshry. 

2.2. The Head of the Company is the Chief Executive Officer, Mr Charles Edelstein.
2.3. The Head of the Company’s contact details are as follows:

2.3.1. Postal Address: Unit 11, Tudor Park Office Block, 61 Hillcrest Avenue, Craighall, Johannesburg, 2196
2.3.2. Street Address: Unit 11, Tudor Park Office Block, 61 Hillcrest Avenue, Craighall, Johannesburg, 2196
2.3.3. Telephone Number: +27 (11) 326 3193
2.3.4. Email Address: charles@executiveplacements.com, info@executiveplacements.com.
3. GUIDE REFERRED TO IN SECTION 10 of paia 
3.1. A Guide has been compiled in terms of section 10 of PAIA by the South African Human Rights Commission (“SAHRC”). It contains information required by a person wishing to exercise any right contemplated by PAIA. The Guide is available from the SAHRC in all of the official languages.
3.2. The contact details of the SAHRC are:
3.2.1. Postal Address: Private Bag 2700, Houghton, 2041;
3.2.2. Street Address: Braampark Forum 3, 33 Hoofd Street, Braampark, Johannesburg;
3.2.3. Telephone Number: +27 (11) 877 3600;
3.2.4. Fax Number: +27 (11) 403 0625;
3.2.5. Website:
www.sahrc.org.za.
3.3. Responsibility for the Guide will transfer to the Information Regulator under the POPIA  in terms of section 114 of POPIA after 30 June 2021. 
4. NOTICE IN TERMS OF SECTION 52(2) (IF ANY) {applicable legislation?}:
The latest notice in terms of section 52(2): At this stage no notice affecting the Company has been published on the categories of records that are automatically available without a person having to request access in terms of PAIA.
5. Description of Records (section 51)
5.1. Applicable legislation: 
5.1.1. Companies Act, 71 of 2008
5.1.2. Income Tax Act, 58 of 1962
5.1.3. Value Added Tax Act, 89 of 1991
5.1.4. Labour Relations Act, 66 of 1995 
5.1.5. Basic Conditions of Employment Act, 75 of 1997
5.1.6. Employment Equity Act, 55 of 1998 
5.1.7. Unemployment Insurance Act, 63 of 2001
5.1.8. Electronic Communications and Transactions Act, 25 of 2002
5.1.9. Promotion of Access to Information Act, 2 of 2002
5.1.10. Skills Development Levies Act 9 of 1999

5.2. Subjects and categories of records:
	Category of Record
	Details of Record
	Availability

	Public Affairs
	· Product Information
	Freely available

	Companies Act records
	· Documents of incorporation
· Share register

· Minutes of directors’ and shareholders’ meetings
· Records relating to the appointments of directors / auditors/secretary/information officer and other officers
· Other statutory registers including the Covid-19 records
	PAIA request   (see below)

	Financial records
	· Annual financial statements
· Tax returns
· Accounting records
· Banking records
· Asset register
· Rental agreements
· Invoices
	PAIA request (see below)

	Income Tax records
	· PAYE records
· Documents issued to employees for income tax purposes
· Records of payments made to SARS on behalf of employees
· All other statutory compliance records:
· Vat
· Skills Development Levies
· UIF
	PAIA request (see below)

	Personnel documents and records
	· Employment contracts
· Medical Aid records
· Pension Fund records
· Disciplinary records
· Salary records
· Leave records
· Training records
· Training manuals
· Candidate CVs
	PAIA request (see below)


6. THE POPIA REQUIREMENTS (section 51)
Insofar as POPIA is concerned, please review the Company’s privacy policy on the Company’s website at www.executiveplacements.com.
7. DETAIL ON HOW TO MAKE A REQUEST FOR ACCESS: SECTION 53
7.1. The Requester must complete Form C of Annexure B to the Regulations regarding the Promotion of Access to Information Act 2 of 2000 (published under Government Notice R187 in Government Gazette 23119 of 15 February 2002 as amended by Government Notice R1244 in Government Gazette 25411 of 22 September 2003) and submit this form together with a request fee, to the Head of the Company.
7.2. A request for access to a record of a private body must be made in the prescribed form to the Head of the Company and at the Company’s address or electronic mail address.
7.3. The form for a request for access must at least require the Requester concerned:
7.3.1. to provide sufficient particulars to enable the Head of the Company to identify-
7.3.1.1. the record or records requested; and
7.3.1.2. the Requester;
7.3.2. to indicate which form of access is required;
7.3.3. to specify a postal address or fax number of the Requester in the Republic;
7.3.4. to identify the right the Requester is seeking to exercise or protect and provide an explanation of why the requested record is required for the exercise or protection of that right;
7.3.5. if, in addition to a written reply, the Requester wishes to be informed of the decision on the request in any other manner, to state that manner and the necessary particulars to be so informed; and
7.3.6. if the request is made on behalf of a person, to submit proof of the capacity in which the Requester is making the request, to the reasonable satisfaction of the Head of the Company.
8. Prescribed fees (SECTION 54)
8.1. The following applies to requests (other than personal requests): A requestor is required to pay the prescribed fees before a request will be processed in terms of the Regulations regarding the Promotion of Access to Information published in Government Notice R187 of 2002 in Government Gazette 23119 of 15 February 2002.
8.2. Records may be withheld until the fees have been paid.
8.3. The fee structure is available on the website of the South African Human Rights Commission at www.sahrc.org.za.
8.4. The fee structure will soon also be available on the website of the Information Regulator at www.justice.gov.za/inforeg/.
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