
PROVIDING INFORMATION UNDER PAIA

MunicipalityProactive (s14 
Manual and s15)

Receive Form A
•	 Acknowledge receipt
•	 Fees Notice (if any, with 

bank details)
•	 Locate requested record(s)

Transfer of  
request before  

14 days pass (s20)

Issue third party notice 
(ss34, 35, 36, 37 & 43)
•	 Within 21 days notify
•	 21 days to make  

representations
•	 Issue extension of 

time notice

30 days from  
submission

Notice of extension of 
time (s26)
•	 Prior to expiry of 

original 30 days
•	 Max 30 days

Max 60 days from  
submission

Decision taken 
(s25 / s49)

Failure to  
respond (s27): 

deemed refusedPAIA request 
refused

Notify requester (and 3rd party):
•	 Decision
•	 Reasons
•	 Sections of PAIA relied on
•	 Note on s28 and s46
•	 Right to appeal

Cannot be found / do 
not exist (s23)
•	 Provide Information 

Officer’s affidavit  
noting all steps ta-
ken to search and all 
communication with 
persons searching

•	 Provide decision 
noting:
•	 cannot be found / 

does not exist
•	 this is deemed a 

refusal
•	 right to appeal

PAIA request 
granted

60 days from  
decision: receive 
appeal
•	 Acknowledge
•	 Notify all other 

parties

10 days from  
receipt: send  
Relevant Authority
•	 Form A
•	 Form B
•	 Copy of record(s)
•	 Written reasons

Relevant  
Authority

Failure to  
respond (s77): 

deemed dismissed

Decision taken:
confirm previous 

decision or  
substitute with 

new decision

PAIA request 
granted

PAIA request 
refused

•	 Provide reasons and 
sections of PAIA relied 
on (for refusal)

•	 Note on s28 and s46
•	 Note right to judicial 

review

•	 30 days from receipt of  
appeal, send all parties  
copies of decision of  
Relevant Authority

•	 3rd party involved: no 
release before 180 days 
passed or once litigation 
finalised finalised

180 days receive Notice 
of Motion

•	 Review and update file
•	 Consider options: settle / litigate
•	 Brief seniors and / or lawyers
•	 Diarise and follow-up on timelines

Receive notice of complaint lodged with  
Information Regulator / South African Human 

Rights Commission / Public Protector

•	 Acknowledge
•	 Respond to allegations
•	 Participate in dispute resolution (prepare:  

communication records, clear logical  
explanations of reasons, plausible solutions)

•	 Diarise and follow-up on agreed solution

Produced by SAHA© 2017
For more information visit: http://foip.saha.org.za or email: foip@saha.org.za or phone +27 11 718 2563

NOTE: Reference to “S” and a number is a reference to that section in the Promotion of Access to Information Act, 2000 (PAIA)  


