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1. INTRODUCTION

Sonae Arauco South Africa (Pty) Ltd. conducts business as a manufacturer of chipboard and 

medium density board, which includes upgrading with melamine paper. This manual is prepared 

in terms of Section 51 of the Promotion of Access to Information Act, No 2 of 2000 (as 

amended) Incorporating POPIA disclosures as required by the Protection of Personal 

Information Act, 4 of 2013.

2. LIST OF ACRONYMS AND ABBREVIATIONS
•	 PAIA – Promotion of Access to Information Act, No. 2 of 2000

•	 POPIA – Protection of Personal Information Act, No. 4 of 2013

•	 IO – Information Officer

•	 DIO – Deputy Information Officer

•	 Regulator – Information Regulator of South Africa

•	 Company / Body – Sonae Arauco South Africa (Pty) Ltd

3. PURPOSE OF THIS PAIA MANUAL

This Manual is intended to:

•	 Assist persons wishing to access records held by the Company in terms of PAIA;

•	 Describe the procedure for requesting access to records;

•	 Identify categories of records held by the Company;

•	 Provide disclosures required under POPIA regarding the processing of personal 

information, including categories of data subjects, purposes of processing, recipients, 

crossborder transfers, and security safeguards.

4. COMPANY AND CONTACT DETAILS

4	 Directors: Rui Manuel Goncalves Correia – DirectorJoao Lemos de Meneses Gentil 
Berger – DirectorEdite Cristina Pereira Barbosa – DirectorCristian Knollseisen – 
DirectorMaureen Matholo Mphatsoe – NonExecutive DirectorPortia Morwesi TauSekati – 
NonExecutive Director
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4.2 Company Secretary: Busisiwe Tshavhungwe Mirriam Khangale

4.3 Information Officer

4.4 Deputy Information Officer

No Deputy Information Officer has formally been designated at the date of compilation of this 

Manual.

4.5 Access to Information – General Contact

Email: Informationofficer@sonaearauco.com

4.6 Head Office Details

5. GUIDE ON HOW TO USE PAIA

The Information Regulator has published a Guide in terms of Section 10 of PAIA, explaining 

how to exercise rights contained in PAIA and POPIA.

The Guide is available:

•	 From the Information Regulator: https://www.justice.gov.za/inforeg/

•	 Upon request from the Company’s Information Officer;

•	 For inspection at the Company’s offices during normal business hours.

Name: Melanie Lutze 

Designation: Information Officer 

Email: Informationofficer@sonaearauco.com 

Telephone: (011) 236 1400 

Company Name: Sonae Arauco South Africa (Pty) Ltd 

Registration Number: 1998/003422/07 

Postal Address: Postnet Suite 321, Private Bag X29, Gallo Manor, 2052 

Physical & Registered Address: Building 18, First Floor, Woodlands Office Park, 20 

Woodlands Drive, Woodmead, 2191 

Telephone: (011) 236 1400 

Website: www.sonaearauco.co.za 
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6. CATEGORIES OF RECORDS AVAILABLE WITHOUT FORMAL REQUEST

The following categories of records are available without a PAIA request:

•	 Marketing and promotional material;

•	 Published brochures and pamphlets;

•	 Information available on the Company website;

•	 Director and shareholder information (where access is legally permitted).

7. RECORDS AVAILABLE IN TERMS OF OTHER LEGISLATION

The Company holds records in accordance with, inter alia, the following legislation: 

(nonexhaustive list):

•	 Compensation for Occupational Injuries and Diseases Act, 130 of 1993

•	 Competition Act, 89 of 1998

•	 Consumer Protection Act, 68 of 2008

•	 Electronic Communications and Transactions Act, 25 of 2002

•	 Employment Equity Act, 55 of 1998

•	 Financial Intelligence Centre Act, 38 of 2001

•	 Income Tax Act, 58 of 1962

•	 Labour Relations Act, 66 of 1995

•	 Companies Act, 71 of 2008

•	 Occupational Health and Safety Act, 85 of 1993

•	 Skills Development Act, 97 of 1998

•	 Skills Development Levies Act, 9 of 1999

•	 National Credit Act, 34 of 2005

•	 Unemployment Insurance Act, 63 of 2001

•	 Unemployment Insurance Contributions Act, 4 of 2002

•	 Value Added Tax Act, 89 of 1991
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8. SCHEDULE OF RECORDS

What records are held by the Company which must be formally requested before the 

information is supplied to the requester?

The subjects on which the Company holds records and the categories on each subject are as 

listed below. Please note that a requester is not automatically allowed access to these records 

and that access to them may or must be refused in accordance with Section 62 to 69 of the 

Act.

•	 Finance and Administration: Accounting records, annual financial statements, 

agreements, tax records, invoices, correspondence.

•	 Human Resources: Payroll records, personnel files, contracts, job descriptions, leave 

records, disciplinary code, HR policies and procedures.

•	 Information Technology: Contracts, equipment registers, insurance records, client 

database, licenses, telecommunications records, User access records.

•	 Commercial, Sales and Marketing: Customer and supplier contracts, Orders and 

correspondence, Product and technical information.

•	 Secretarial and Legal Records: Statutory records, incorporation documents, Board 

and committee minutes, company registers, board resolutions, trademark information, 

Intellectual Property Records.

9. PROCESSING OF PERSONAL INFORMATION (POPIA)

9.1 Purpose of Processing

Personal information is processed for:

•	 Employment administration;

•	 Supplier and customer management;

•	 Legal and regulatory compliance;

•	 Operational, security and business purposes.
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9.2 Categories of Data Subjects and Personal Information

Employees & Job Applicants

•	 Identification details, contact details, employment records, payroll and banking details, 

performance information

Customers & Clients

•	 Names, contact details, contractual and transactional information

Suppliers & Contractors

•	 Company details, contact persons, banking and tax information

Directors & Shareholders

•	 Statutory, identification and contact information

9.3 Categories of Recipients

Personal information may be shared with:

•	 Regulatory authorities (e.g. SARS, Department of Labour);

•	 Professional advisors and auditors;

•	 IT, payroll and other service providers under written agreements;

•	 Law enforcement agencies, where required by law.

9.4 CrossBorder Transfers

Where personal information is transferred or stored outside South Africa (including cloudbased 

services), appropriate safeguards are implemented in accordance with POPIA.



Sonae Arauco South Africa

POLICY MANUAL
SUBJECT:

PAIA MANUAL
Page 8 of 10

ORIGINATOR DESIGNATION: 
Human Resources Director 

SIGN: DATE: 
29/04/26 

APPROVAL DESIGNATION: MANCOM SIGN: DATE: 
29/04/26 

9.5 Information Security Measures

The Company implements appropriate technical and organisational measures, including:

•	 Secure IT systems and controlled access;

•	 Encryption, antivirus and firewall protections;

•	 Employee awareness and confidentiality obligations;

•	 Secure retention and destruction of records.

10. FORM OF REQUEST

10.1 Form 2

•	 The requester must use the prescribed form 2 (Regulation 7), to make the request for 

access to a record. This must be addressed to the Information Officer and sent to the 

address or email address of the Company;

•	 The requester must provide sufficient detail on the request form to enable the 

Information Officer to identify the record and the requester. The requester should also 

indicate which form of access is required. The requester should also indicate if any 

other manner is to be used to inform the requester and state the necessary particulars 

to be so informed;

•	 The requester must identify the right that is sought to be exercised or to be protected 

and provide an explanation of why the requested record is required for the exercise or 

protection of that right; and/or

•	 If a request is made on behalf of another person, the requester must then submit proof 

of the capacity in which the requester is making the request to the satisfaction of the 

Information Officer.
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10.2 Fees

A requester who seeks access to a record containing personal information about that requester, 

is not required to pay the request fee. Every other requester, who is not a personal requester, 

must pay the required request fee:

•	 The Information Officer must notify the requester (other than a personal requester) 

by notice, requiring the requester to pay the prescribed fee (if any) before further 

processing the request;

•	 The requester may lodge an application to the court against the tender or payment 

of the request fee;

•	 After the Information Officer has made a decision 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 and preparation and for any time that has exceeded the prescribed 

hours to search and prepare the record for disclosure.

11. AVAILABILITY OF THIS MANUAL

This Manual is available:

•	 On the Company website;

•	 For inspection at the Company’s offices during normal business hours;

•	 Upon request to the Information Officer;

•	 To the Information Regulator upon request.
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12. UPDATING OF THE MANUAL

This Manual will be reviewed and updated as required to ensure ongoing compliance with PAIA, 

POPIA and related legislation.

13. Issued by: _______________________ 

Name: Melanie Lutze 

Designation: Information Officer 

Date: 30 April 2026 
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