REMINDER from the desk of Dina Porteus: 

Your company's information manual is due by 31 December 2011! 

Have you put together your information manual (Proatia Manual) yet? 

A provision of the Promotion of Access to Information Act - that all public and private bodies must compile a Proatia Manual. This contains every single bit of information about your company. The aim of this manual is to make information about each company in South Africa more transparent.

Who must have a Proatia Manual?
1. A sole practitioner;
2. A partnership;
3. Private companies and close corporations.

So, if you run a business you need a Proatia Manual!

Four things you must put in your manual:

· All the company’s details: Postal address; telephone and fax numbers; and website address;
· All available records as required by legislations, e.g. the Companies Act requires a Fixed Asset Register.
· Request procedures, i.e. how a person must go about requesting information on your company; and
· Fees involved around the request, copies, postage

This includes Body Corporates
