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This manual applies to Xago Technologies (Pty) Ltd, FSP number 53416. 
 

A reference below to the “Company” should be regarded as a reference to the applicable       
entity from the above list, to all of which this manual applies. 
 
 
1  INTRODUCTION 
 
The Promotion of Access to Information Act, 2000 (the “Act”) gives third parties the right to 
approach private bodies and the government to request information held by them, which is 
required in the exercise and/or protection of any rights. On request, the private body or 
government is obliged to release such information unless the Act expressly states that the 
records containing such information must not be released. This manual informs requestors of 
procedural and other requirements which a request must meet as prescribed by the Act. 
 
 
2  NATURE OF BUSINESS 
 
Xago Technologies (Pty) Ltd is Crypto Asset Service Provider. 
 
 
3  CONTACT DETAILS 
 
 
Name of body:​ ​ ​ ​ Xago Technologies (Pty) Ltd 
 
Chief Executive Officer:​​ ​ Jurgen Kuhnel 
 
Head of body for purposes of the 
Act and Information Officer:​ ​ Graeme John Tennant 
 
Physical Address:​ ​ ​ Suite 1E, The Matrix, Bridgeway, 7441 
 
Postal Address:​ ​ ​ ​ Suite 1E, The Matrix, Bridgeway, 7442 
 
Telephone Number:​ ​ ​ 060 988 3968 
 
Email Address:​ ​ ​ ​ support@xago.io 
 
Website:​ ​ ​ ​ ​ www.xago.io 
 
 
 
 
4  THE ACT 
 
4.1 The Act grants a requester access to records of a private body, if the record is required for 
the exercise or protection of any rights. If a public body lodges a request, the public body must 
be acting in the public interest. 
 
4.2 Requests in terms of the Act shall be made in accordance with the prescribed procedures, 
at the rates provided. The forms and tariffs are dealt with in the Regulations to the Act. 
 
4.3 An official Guide has been compiled which contains information to assist a person wishing to 
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exercise a right of access to information in terms of PAIA and the Protection of Personal 
Information Act (No. 4 of 2013) (“POPIA”). This Guide is made available by the Information 
Regulator (established in terms of POPIA) in all official languages. 
 
Copies of the updated Guide are available from the website of the Information Regulator (at 
https://inforegulator.org.za/) and the Information Officer free of charge. Any request for public 
inspection of the Guide at the office of the Information Officer or a request for a copy of the 
Guide from the Information Officer must substantially correspond with Form 1 of Annexure A to 
Government Notice No. R.757 dated 27 August 2021 promulgated under the PAIA Regulations. 
Please refer to Annexure C. A copy of the Guide is available in the following two official 
languages, for public inspection at the office of the Information Officer, during normal office 
hours: English and Afrikaans.  
 
 
5  ACCESS TO RECORDS HELD BY Xago Technologies (Pty) Ltd 
 
Records held by the Company may be accessed on request only once the requirements for 
access have been met. A requester is any person making a request for access to a record of 
the Company and in this regard, the Act distinguishes between two types of requesters: 
 
 i. Personal Requester  
 
A personal requester is a requester who is seeking access to a record containing personal 
information about the requester. Subject to the provisions of the Act and applicable law, the 
Company will provide the requested information, or give access to any record with regard to the 
requester’s personal information. The prescribed fee for reproduction of the information 
requested will be charged by the Company. 
 
 ii. Other Requester 
 
This requester (other than a personal requester) is entitled to request access to information 
pertaining to third parties. However, the Company is not obliged to grant access prior to the 
requester fulfilling the requirements for access in terms of the Act. The prescribed fee for 
reproduction of the information requested will be charged by the Company.  
 

 
 

6  REQUEST PROCEDURE/FORM OF REQUEST 
 

6.1 Completion of the prescribed form: 
 

6.1.1  Any request for access to a record in terms of PAIA must substantially correspond 
with Form 2 of Annexure A to Government Notice No. R.757 dated 27 August 2021 
promulgated under the PAIA Regulations and should be specific in terms of the record 
requested. Please refer to Annexure A. 
6.1.2  A request for access to information which does not comply with the formalities as 
prescribed by PAIA will be returned to you. 
6.1.3  POPIA provides that a data subject may, upon proof of identity, request the Company 
to confirm, free of charge, all the information it holds about the data subject and may request 
access to such information, including information about the identity of third parties who have 
or have had access to such information. A data subject is defined in POPIA as a person to 
whom personal information relates. 
6.1.4  POPIA also provides that where the data subject is required to pay a fee for services 
provided to him/her, the Company must provide the data subject with a written estimate of 
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the payable amount before providing the service and may require that the data subject pays 
a deposit for all or part of the fee. 
6.1.5  Grounds for refusal of the data subject’s request are set out in PAIA and are 
discussed below. 
6.1.6  POPIA provides that a data subject may object, at any time, to the processing of 
personal information by the Company, on reasonable grounds relating to his/her particular 
situation, unless legislation provides for such processing. The data subject must complete 
the prescribed form attached hereto as Annexure E and submit it to the Information Officer 
at the postal or physical address or electronic mail address set out above. 
6.1.7  A data subject may also request the Company to correct or delete personal 
information about the data subject in its possession or under its control that is inaccurate, 
irrelevant, excessive, out of date, incomplete, misleading or obtained unlawfully; or destroy 
or delete a record of personal information about the data subject that the Company is no 
longer authorised to retain records in terms of POPIA's retention and restriction of records 
provisions. 
6.1.8  A data subject that wishes to request a correction or deletion of personal information 
or the destruction or deletion of a record of personal information must submit a request to 
the Information Officer at the postal or physical address or electronic mail address set out 
above on the form attached hereto as Annexure F.  

 
 
 
6.2 Proof of identity 
 
Proof of identity is required to authenticate your identity and the request. You will, in addition to this 
prescribed form, be required to submit acceptable proof of identity such as a certified copy of your 
identity document or other legal forms of identity.  
 
6.3 Payment of the prescribed fees 
 

 6.3.1 There are two categories of fees which are payable: 
 6.3.1.1 The request fee: R140 
6.3.1.2 The access fee: This is calculated by taking into account reproduction       
costs, search and preparation costs, as well as postal costs. These fees are set out 
in Annexure B. 
6.3.2 Section 54 of PAIA entitles the Company to levy a charge or to request a fee to 
enable it to recover the cost of processing a request and providing access to records. 
The fees that may be charged are set out in Annexure B of Government Notice No. 
R.757 dated 27 August 2021 promulgated under the PAIA Regulations. Please refer 
to Annexure D. 
6.3.3 Where a decision to grant a request has been taken, the record will not be 
disclosed until the necessary fees have been paid in full.  

 
 
7 DECISION  
 
7.1 Requests will be processed within 30 (thirty) days, unless the request contains  considerations 
that are of such a nature that an extension of the time limit is needed. 
7.2 The Information Officer will inform the requester of the decision, and the fees payable (if 
applicable) on a form that corresponds substantially with Form 3 of Annexure A to Government 
Notice No. R.757 dated 27 August 2021 promulgated under the PAIA Regulations. 
7.3 Should an extension be required, you will be notified, together with reasons explaining why the 
extension is necessary.  
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8 GROUNDS FOR REFUSAL OF ACCESS AND PROTECTION OF INFORMATION 
 
8.1 There are various grounds upon which a request for access to a record may be refused. These 
grounds include: 
 

8.1.1 the protection of personal information of a third person (who is a natural person) from 
unreasonable disclosure; 
8.1.2 the protection of commercial information of a third party (for example: trade secrets; 
financial, commercial, scientific or technical information that may harm the commercial or 
financial interests of a third party); 
8.1.3 if disclosure would result in the breach of a duty of confidence owed to a third party; 
8.1.4 if disclosure would jeopardise the safety of an individual or prejudice or impair certain 
property rights of a third person; 
8.1.5 if the record was produced during legal proceedings, unless that legal privilege has 
been waived; 
8.1.6 if the record contains trade secrets, financial or sensitive information or any information 
that would put the Company (at a disadvantage in negotiations or prejudice it in commercial 
competition); and/or 
8.1.7 if the record contains information about research being carried out or about to be 
carried out on behalf of a third party or by the Company. 
 

8.2 Section 70 of PAIA contains an overriding provision. Disclosure of a record is compulsory if it 
would reveal (i) a substantial contravention of, or failure to comply with the law; or (ii) there is an 
imminent and serious public safety or environmental risk; and (iii) the public interest in the 
disclosure of the record in question clearly outweighs the harm contemplated by its disclosure. 
8.3 If the request for access to information affects a third party, then such third party must first be 
informed within 21 (twenty one) days of receipt of the request. The third party would then have a 
further 21 (twenty one) days to make representations and/or submissions regarding the granting of 
access to the record.  
 
 
 
9  REMEDIES AVAILABLE IF THE COMPANY REFUSES A REQUEST FOR INFORMATION 
 
i. Internal Remedies  
 
The Company does not have internal appeal procedures. As such, the decision made by the 
Information Officer pertaining to a request is final, and requestors will have to exercise such 
external remedies at their disposal if a request is refused and the requestor is not satisfied with the 
response provided by the Information Officer. 
 
ii. External Remedies  
 
A requester that is dissatisfied with the Information Officer’s refusal to disclose information may, 
within 30 days of notification of the decision, apply to a court for relief. Likewise, a third party 
dissatisfied with the Information Officer’s decision to grant a request for information, may within 30 
days of notification of the decision, apply to a court for relief. For purposes of the Act, courts that 
have jurisdiction over these applications are the Constitutional Court, the High Court or another 
court of similar status.  
 
 
10 LIST OF APPLICABLE LEGISLATION 
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Records may be kept by or on behalf of the Company in accordance with the legislation listed in 
Appendix 1 attached hereto, as amended from time to time, (some of which may not be applicable 
to every Company), as well as with other legislation that may apply to the Company from time to 
time. Such records are available in accordance with the applicable legislation. 
 
 
 
11 DESCRIPTION OF RECORDS  
 
The following is a description of the subjects on which the Company holds records and the 
categories of records held on each subject. In order to access any of this information, a request in 
accordance with this manual must be made by the requester.  
 
11.1 Companies Act records  

• Memorandum of Incorporation 
• Minutes of Board of Directors meetings 
• Minutes of shareholder meetings 
• Records relating to the appointment of directors/ auditor/ secretary/ public officer and other 
officers 
• Share Register and other statutory registers 

 
11.2 Financial records 

• Annual Financial Statements Tax Returns 
• Accounting Records 
• Banking Records 

o Bank Statements 
o Electronic banking records 

• Asset Register 
• Rental Agreements 
• Invoices 
• Investment performance fact sheets / minimum disclosure documents 

 
11.3 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 compliances 

o VAT o Regional Services Levies 
o Skills Development Levies o UIF 
o Workmen’s Compensation  

 
11.4 Personnel documents and records 
  

• - Employment contracts 
• - Employment Equity Plan 
• - Medical Aid records 
• - Pension Fund records 
• - Disciplinary records 
• - Salary records 
• - SETA records 
• - Disciplinary code 
• - Leave records 
• - Training records 
• - Training Manuals  
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12 AVAILABILITY OF THIS MANUAL 
 
This manual is available for inspection, on reasonable prior notice, at the office of the Company free 
of charge. A copy of this manual is also on the Company’s website. 
 
13 UPDATING OF THE MANUAL 
 
The Information Officer will on a regular basis update this manual.  
 
 
 
 

SIGNED by the Parties on the following dates: 

 

Jurgen Kuhnel (CEO) 

 

Signature: 

 

Date:  15/10/2025 

 
 

 

 

Graeme Tennant (Head of Risk & Compliance, Information Officer) 

 

Signature: 

 
Date:  15/10/2025 
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Annexure B - FEES IN RESPECT OF PRIVATE BODIES  

 

Item Description  Amount  

1 The request fee payable by every requester R140.00 

2 Photocopy of A4-size page  R2.00 per page or part thereof 

3 Printed copy of A4-size page R2.00 per page or part thereof 

4 For a copy in a computer-readable form on: 

 (i) Flash drive (to be provided by requestor) R40.00 

 (ii) Compact disc: If provided by requestor R40.00 

 If provided to the requestor R60.00  

5 For a transcription of visual images per A4-size page Service to be outsourced. Will 
depend on quotation from 
Service provider 

6 Copy of visual images  Service to be outsourced. Will 
depend on quotation from 
Service provider 

7 Transcription of an audio record, per A4-size page R24.00 

8 Copy of an audio record on: 

 (i) Flash drive (to be provided by requestor)  R40.00  

 (i)i Compact Disc (to be provided to requestor)  R60.00 

 (i)i Compact Disc (to be provided by requestor)  R40.00 

9 To search for and prepare the record for disclosure 
for each hour or part of an hour, excluding the first 
hour, reasonably required for such search and 
preparation 

R145.00ph 

 To not exceed a total cost of:  R435.00ph 

10 Deposit: If search exceeds 6 hours One third of the amount per 
request calculated in terms of 
items 2 to 8 

11 Postage, e-mail or any other electronic transfer Actual expense, if any 
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Annexure C - Form 1: REQUEST FOR A COPY OF THE GUIDE REQUEST FOR A COPY OF 
THE GUIDE 

 

[Regulations 2 and 3] 

TO: The Information Regulator P.O. Box 31533 

Braamfontein 

2017 

Email address: Tel number: +27 (0) 10 023 5200 

 

OR 

 

The Information Officer 

_____________________________________________ 
_____________________________________________ 
_____________________________________________ 
_____________________________________________  
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Signed at ____________________ on this _________________ day of  

_____________________ 20 

 

 

_______ ________________________________________ Signature of requester  
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Annexure D - FORM 3: OUTCOME OF REQUEST AND OF FEES PAYABLE  

 

 

   OR 
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Annexure E - OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION IN TERMS 
OF SECTION 11(3) OF THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO. 
4 OF 2013)  
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Annexure F - REQUEST FOR CORRECTION OR DELETION OF PERSONAL INFORMATION OR 
DESTROYING OR DELETION OF RECORD OF PERSONAL INFORMATION IN TERMS OF 
SECTION 24(1) OF THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO. 4 
OF 2013) 
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