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1. INTRODUCTION
This Manual has been prepared in accordance with the Promotion of Access to Information Act, 2000 ("PAIA") and supports My Next Property's commitment to transparency, accountability and the lawful management of information.

The Manual explains the categories of information held by My Next Property, how requests for access to records may be made, and how personal information is processed and protected in accordance with applicable legislation, including the Protection of Personal Information Act, 2013 ("POPIA").

This Manual forms part of the My Next Property Information Governance Framework and should be read together with the My Next Property Privacy Policy and other applicable internal information governance policies.

2. PURPOSE OF THIS MANUAL
The purpose of this Manual is to:

· Promote transparency within My Next Property.

· Give effect to the constitutional right of access to information.

· Explain how requests for records may be submitted.

· Describe the categories of records maintained by My Next Property.

· Explain how personal information is collected, processed, retained and protected.

· Assist clients, employees, contractors, regulators and members of the public in exercising their rights under PAIA and POPIA.

· Demonstrate My Next Property's commitment to responsible information governance and regulatory compliance.

3. DETAILS OF MY NEXT PROPERTY
3.1 Organisation Details
Trading Name:
My Next Property

Operating Entities:
Valor Asset Management CC
Registration Number: 2010/073922/23

Gregory Lyle Real Estate (Pty) Ltd
Registration Number: 2015/039096/07

My Next Property operates as a residential property business providing professional property services throughout South Africa.

3.2 Contact Details
Physical Address:
772 Cypress Road
Zonnehoewe
Roodepoort
Gauteng

Postal Address:
As Above

Telephone:
010 595 4517

Email:
david@mynextproperty.co.za
Website:
www.mynextproperty.co.za
4. INFORMATION OFFICER
In accordance with the Promotion of Access to Information Act, 2000 (PAIA), and the Protection of Personal Information Act, 2013 (POPIA), My Next Property has appointed an Information Officer responsible for ensuring compliance with applicable information legislation.

Information Officer
Name: Dawid Wilhelm Raath

Capacity: Information Officer

The Information Officer is responsible for:

· Overseeing compliance with PAIA and POPIA.

· Receiving and responding to requests for access to information.

· Managing complaints relating to access to information and personal information.

· Overseeing the protection and lawful processing of personal information.

· Monitoring compliance with the My Next Property Information Governance Framework.

· Coordinating annual reviews of this Manual and related policies.

At the date of publication of this Manual, no Deputy Information Officer has been appointed. Should one be appointed in future, this Manual will be updated accordingly.

5. GUIDE ISSUED BY THE INFORMATION REGULATOR
The Information Regulator has compiled a guide in terms of section 10 of PAIA to assist members of the public in exercising their rights under the Act.

The guide explains, amongst other things:

· The purpose of PAIA.

· How to request access to records.

· The prescribed request procedures.

· The remedies available where access is refused.

· The relationship between PAIA and POPIA.

Copies of the guide may be obtained directly from the Information Regulator.

Information Regulator (South Africa)
Website: https://www.inforegulator.org.
Email: enquiries@inforegulator.org.za
Telephone: 010 023 5200

6. BUSINESS ACTIVITIES OF MY NEXT PROPERTY
My Next Property provides professional residential property services, including but not limited to:

· Residential property sales.

· Residential property rentals.

· Comprehensive property management.

· Tenant procurement and screening.

· Rental administration.

· Property inspections.

· Maintenance reporting and administration.

· Comparative Market Analyses (CMAs).

· Trust account administration where applicable.

· General property-related advisory and administrative services.

In providing these services, My Next Property processes personal information only where it is lawful, necessary and relevant to the services requested or to comply with legal and regulatory obligations.

7. CATEGORIES OF RECORDS HELD BY MY NEXT PROPERTY
In the normal course of conducting its business, My Next Property creates, receives, stores and maintains records in both electronic and paper format.

The categories of records listed below are intended as a guide and do not constitute an exhaustive list.

7.1 Corporate and Administrative Records
These records may include:

· Company registration documents.

· Statutory records.

· PPRA registration records.

· Fidelity Fund Certificate records.

· Tax and accounting records.

· Internal policies and procedures.

· Compliance manuals.

· Training records.

· Supplier and contractor records.

· General business correspondence.

7.2 Property Sales Records
These records may include:

· Mandates.

· Offers to Purchase.

· Purchaser and seller information.

· Comparative Market Analyses (CMAs).

· Property-related correspondence.

· Commission records.

· Compliance certificates.

· Supporting documentation relating to property transactions.

7.3 Rental and Property Management Records
These records may include:

· Rental mandates.

· Rental applications.

· Credit assessment records.

· Tenant screening information.

· Lease agreements.

· Property inspection reports.

· Maintenance records.

· Deposit administration.

· Rental statements.

· Notices and correspondence.

· Property management records.

7.4 Financial Records
These records may include:

· Trust account records where applicable.

· Rental payment records.

· Deposit records.

· Invoices.

· Statements.

· Banking information where necessary.

· Accounting records.

· Audit documentation.

7.5 Regulatory and Compliance Records
These records may include:

· FICA documentation.

· POPIA-related records.

· PAIA requests.

· Information governance records.

· Complaints.

· Data breach records where applicable.

· Staff confidentiality acknowledgements.

· Information security records.

7.6 Human Resources Records
Where applicable, records may include:

· Employment records.

· Training records.

· Leave records.

· Performance records.

· Confidentiality undertakings.

· Contractor agreements.

8. INFORMATION SYSTEMS USED BY MY NEXT PROPERTY
My Next Property uses authorised business systems to conduct its operations and administer property transactions.

These systems may include:

· Business email hosted through Google's business email services using the @mynextproperty.co.za domain.

· WeConnectU property management and accounting platform.

· TPN for tenant screening and credit-related services.

· TENRISK for rental insurance assessments and administration.

· Adobe Sign or similar electronic signature platforms.

· WhatsApp Business for business communications.

· Red Rabbit and other authorised business software where applicable.

· Hubspot – CRM systems 

· Secure electronic storage systems.

· Physical property files and archived records.

Business systems may change from time to time as operational requirements evolve.

9. CATEGORIES OF RECIPIENTS OF PERSONAL INFORMATION
Where it is lawful, necessary and relevant to the services requested, My Next Property may disclose personal information to authorised recipients, including:

· Property owners.

· Purchasers.

· Sellers.

· Landlords.

· Tenants.

· Credit bureaux and verification service providers.

· TPN.

· TENRISK.

· Bond originators.

· Banks and financial institutions.

· Conveyancing attorneys.

· Correspondent attorneys.

· Auditors and accountants.

· Managing agents.

· Bodies corporate.

· Homeowners' associations.

· Contractors appointed to perform authorised work.

· Utility providers.

· Prepaid service providers.

· Regulatory authorities.

· Government departments where required by law.

· Courts and law enforcement agencies where legally required.

· Other operators or service providers acting on behalf of My Next Property for legitimate business purposes.

My Next Property only shares personal information where there is an appropriate legal basis to do so and where the disclosure is necessary for the provision of services, compliance with legal obligations, or the protection of legitimate interests.

Recipients receiving personal information remain responsible for complying with their own legal obligations regarding the protection and lawful processing of that information.

10. PROCESSING OF PERSONAL INFORMATION
My Next Property processes personal information in accordance with the Protection of Personal Information Act, 2013 (POPIA), and only where there is a lawful basis to do so.

Personal information is collected directly from the data subject where reasonably practicable. Information may also be obtained from authorised third parties where permitted or required by law, or where necessary to provide the requested property-related services.

Personal information may be processed for purposes including, but not limited to:

· Providing property sales, rental and property management services.

· Assessing rental applications.

· Conducting affordability, identity, credit and reference assessments where applicable.

· Facilitating the purchase, sale, rental or management of property.

· Facilitating finance and bond applications.

· Obtaining rental insurance where applicable.

· Complying with the Financial Intelligence Centre Act (FICA), the Property Practitioners Act and other applicable legislation.

· Communicating with clients and authorised third parties involved in a transaction.

· Maintaining business records.

· Resolving disputes.

· Exercising or defending legal rights.

· Complying with court orders, regulatory requirements and lawful instructions issued by competent authorities.

My Next Property only processes personal information that is adequate, relevant and limited to what is reasonably necessary for these purposes.

11. REQUESTS FOR ACCESS TO RECORDS
Any person requesting access to records held by My Next Property must submit a written request to the Information Officer.

The request should contain sufficient information to enable My Next Property to identify both the requester and the records requested.

Where applicable, the request should include:

· Full name and surname.

· Identity number or company registration number where applicable.

· Contact details.

· Capacity in which the request is made.

· Property address or unit number where known.

· Approximate dates of the transaction or relationship.

· A clear description of the records requested.

· The purpose for which access is requested, where relevant.

Requests that are incomplete or insufficiently detailed may require additional information before they can be processed.

12. VERIFICATION OF IDENTITY
Before granting access to records containing confidential or personal information, My Next Property may require satisfactory proof of identity and authority.

Where a request is made on behalf of another person or legal entity, proof of authority to act on behalf of that person or entity may also be required.

This verification process is intended to protect the rights and personal information of all parties.

13. RESPONSE TO REQUESTS
Upon receipt of a valid request, My Next Property will assess the request in accordance with PAIA.

Where appropriate, the Information Officer may:

· Grant access to the requested records.

· Grant partial access after lawfully redacting protected information.

· Refuse access where permitted or required by PAIA.

· Request additional information to enable the request to be properly assessed.

The requester will be notified of the outcome within the timeframes prescribed by applicable legislation.

Where access is refused, the reasons for the refusal will be communicated together with any rights available to the requester under PAIA.

My Next Property is committed to dealing with all requests fairly, reasonably and in accordance with applicable legislation while protecting the rights, confidentiality and personal information of clients, employees and other affected persons.

14. GROUNDS FOR REFUSAL OF ACCESS
My Next Property will consider every request for access to information fairly and in accordance with PAIA.

Access to records may, however, be refused where PAIA permits or requires refusal, including where disclosure would:

· Unreasonably disclose the personal information of another individual.

· Breach a duty of confidentiality owed to a third party.

· Disclose commercially confidential information.

· Prejudice legal proceedings or investigations.

· Endanger the safety or security of any person or property.

· Prejudice the commercial interests or lawful rights of My Next Property or another person.

· Be prohibited by any applicable law.

Where reasonably possible, My Next Property may provide partial access to a record after removing or redacting information that may not lawfully be disclosed.

15. FEES
Fees relating to requests for access to records will be determined in accordance with PAIA and any regulations published under the Act.

Where applicable, the requester may be required to pay the prescribed request fee, reproduction fee or access fee before access is granted.

The Information Officer will advise the requester of any fees payable and the method of payment.

16. RIGHTS OF DATA SUBJECTS
In addition to the rights provided under PAIA, data subjects enjoy certain rights under POPIA.

Subject to applicable legislation, data subjects may:

· Request access to their personal information.

· Request correction or updating of inaccurate or incomplete information.

· Request deletion of personal information where legally permissible.

· Object to the processing of personal information where permitted by law.

· Withdraw consent where processing is based on consent, provided that such withdrawal does not affect processing already lawfully undertaken.

· Lodge a complaint with the Information Regulator.

Requests relating to personal information will be dealt with in accordance with POPIA and the My Next Property Privacy Policy.

17. RECORD RETENTION
My Next Property retains records only for as long as reasonably necessary to fulfil the purposes for which they were collected, or for longer where required by:

· Applicable legislation.

· Regulatory requirements.

· Contractual obligations.

· Legal proceedings.

· Insurance requirements.

· Legitimate business purposes.

Records that are no longer required will be securely destroyed or permanently de-identified in accordance with the My Next Property Document Retention, Archiving and Secure Destruction Policy.

18. INFORMATION SECURITY
My Next Property implements reasonable technical and organisational measures to protect personal information against loss, unauthorised access, disclosure, alteration or destruction.

These measures include, where appropriate:

· Password-protected business systems.

· Business email hosted using Google's business email services.

· Controlled user access.

· Secure electronic storage.

· Physical security measures.

· Staff confidentiality obligations.

· Regular staff training.

· Secure disposal of confidential records.

· Procedures for reporting and responding to suspected information security incidents.

Although reasonable safeguards are implemented, no electronic or physical system can guarantee absolute security. My Next Property will respond to any suspected information security incident in accordance with its internal Data Breach Response Procedure and applicable legislation.

19. AVAILABILITY OF THIS MANUAL
This Manual is available:

· On the My Next Property website.

· From the Information Officer upon written request.

· At the offices of My Next Property by prior arrangement.

20. REVIEW OF THIS MANUAL
This Manual will be reviewed:

· Annually; or

· Earlier where required due to changes in legislation, regulatory requirements, business operations or information management practices.

Each approved revision will receive a new version number and will replace the previous approved version.

21. APPROVAL
This Manual has been approved by the Information Officer of My Next Property and is effective from the date stated below.

Approved By: Dawid Wilhelm Raath

Capacity: Information Officer

Effective Date: 29 June 2026

Review Date: 29 June 2027

Document Version: 1.0

Document Status: Approved
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COMMITMENT TO COMPLIANCE
My Next Property is committed to conducting its business with integrity, transparency and accountability while protecting the personal information entrusted to it.

This PAIA Manual forms part of the My Next Property Information Governance Framework and demonstrates the organisation's commitment to compliance with the Promotion of Access to Information Act, 2000 (PAIA), the Protection of Personal Information Act, 2013 (POPIA), the Property Practitioners Act, the Financial Intelligence Centre Act (FICA), and all other applicable legislation.

This Manual supersedes any previous PAIA Manual issued by My Next Property and remains in force until amended or replaced by a later approved version.
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