XSMTHS

Promotion of Access to Information Act (PAIA) Manual

Introduction

This manual has been prepared in accordance with the provisions of the Promotion of Access
to Information Act, 2000 (Act No. 2 of 2000) (hereinafter referred to as “PAIA"). The purpose of
this manual is to assist individuals and entities in understanding their rights and procedures for
accessing information held by xSMTHS.

Contact Details

XSMTHS Address: 2 Venus Road, Melrose Estate, Johannesburg, 2196
Contact Person: Morné Fischer

Email Address: morne@xsmths.com

Telephone Number +27 11 759 5930

Overview of xXSMTHS

XSMTHS is a specialist consulting partner and marketing technology (MarTech) services
provider. We deliver services including consulting, implementation, integration, migration,
support, and managed services to clients across various industries.

Description of Records Held
XSMTHS primarily holds the following categories of records:

o Corporate Records: Company registration documents, governance policies, legal
agreements

o Client Engagement Records: Contracts, proposals, service agreements, project
documentation, statements of work (SOWSs)

e Marketing Technology Services: Configuration documentation, integration plans, and
system migration notes (no client-owned personal data is stored or processed on
XSMTHS internal systems)

e Human Resources Records: Employee and contractor agreements (as permitted by
law)

» Financial Records: Invoices, payments, and statutory submissions
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Some of this information is automatically available (publicly accessible),
while other records may require a formal PAIA request.

Access to Information Procedures

Individuals or entities seeking access to information held by xXSMTHS may submit a written
request in the prescribed forms (Personal Information Request and POPIA Complaint Form) to
the designated Information Officer. Requests must include the requester's contact details, a
description of the information requested, and any other relevant details and pay any fees if
applicable.

Fees

A fee may be charged for processing a request, as permitted by PAIA. The fee structure will be
provided upon request.

Grounds for Refusal
XSMTHS may refuse access where:

e Disclosure would breach confidentiality or contractual obligations with clients
¢ Information is legally privileged or contains third-party trade secrets
e Disclosure would result in unreasonable access to personal information

Information Officer

The Information Officer responsible for managing access to information requests is:
Morné Fischer

Managing Director

Contact Details: morne@xsmths.com

Availability of Manual

This PAIA manual is available for inspection free of charge at the offices of xXSMTHS. Copies
may also be obtained upon request.

Amendments

This manual will be reviewed and updated as necessary to ensure compliance with PAIA and
any relevant legislative changes.

Contact Information

For further information or assistance regarding access to information requests, please
contact:

Morné Fischer

Managing Director
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