Critical Issues On The Agenda

8:30 a.m. - 10:00 a.m.

I.  Why Document Management?

Benefits Of Improved Document Management

Industry Facts

Business Processes

Document Lifecycle Drivers

Strategies For Better Information Management

Employing Today’s Technology Solutions To Support Your Program

Tmoow>

10:00 a.m. - 10:10 a.m.
Break

10:10 am. - 11:30 a.m.
II. Records Retention Elements — The Tax Accountant’s Perspective
A. Objectives Of Record Retention
B. Record Retention Requirements
C. Risks Of Noncompliance
D. Statute Of Limitations

11:30 a.m. - 12:00 p.m.
Ill. Breakout Session
A.  Where Are You?
B. Where Do You Need To Be?
C. Identify Your Areas For Improvement

12:00 p.m. - 1:00 p.m.
Lunch (On Your Own)

1:00 p.m. - 2:00 p.m.
IV. The Impact Of Compliance And Regulations
A. Legal Compliance
1. HIPAA
2. Sarbanes-Oxley
3. Other Applicable Regulatory Considerations

2:00 p.m. - 3:20 p.m.

V. Developing A Retention And Destruction Plan — The Attorney’s Perspective
A.  When To Destroy/Not Destroy — Your Company’s Document Retention Policy

B. How Litigation Changes The Game

1. Your Obligations When You Anticipate Litigation

2. Discovery Of Electronic And Other Nontraditional Documents
3. Special Considerations For Archived Electronic Documents
4

Cost-Effectively Managing Discovery Of Traditional And Electronic

Documents

3:20 p.m. - 3:30 p.m.
Break

3:30 p.m. - 4:00 p.m.
VI. Breakout Session
A. Next Steps?
B. Your Company’s Strategy

4:00 p.m. - 4:30 p.m.
VII. Moving Forward - Identifying Resources

VIII. Questions And Answers

Lorman Education Services reserves the right to modify
the agenda and the faculty when circumstances are beyond our control.

The Benefits For You

The massive amount of electronic data and paper records being created and stored every
day poses a huge challenge to any organization, whether a multinational company or a small
government agency. Recent events, including large and well-recognized public companies,
have brought a heightened awareness of the need to follow systematic disposition policies
as part of a comprehensive records and information program within your organization.

Seminar highlights:

¢ Why document management?

. Records retention elements — the tax accountant’s perspective

. The impact of compliance and regulations

. Developing a retention and destruction plan — the attorney’s perspective

Learning objectives:

. The attendee will be able to describe the benefits of improved document
management.

. The attendee will be able to review discovery of electronic and other nontraditional
documents.

. The attendee will be able to identify areas for improvement.

Written Materials/CD Audio Recordings

You will receive a professionally prepared manual at this seminar. This manual has been
compiled by the faculty specifically for this seminar. The seminar will be recorded. Your
registration constitutes your consent to such recording. If you cannot attend, you may order
a set of the digitally recorded CDs and the accompanying manual from this program by
using the registration form on the back panel.

You will receive a professionally prepared manual at this seminar. If you are unable to attend,
you may order a CD audio recording and manual. Please see back panel for details.

Continuing Education Credit

Please remember to bring your license number, ID or other necessary information to the seminar. This
will ensure timely reporting of continuing education credit.

This course has been approved by the Institute of Certified Records Managers for 7.0 hours of continuing
education.

This program qualifies for 8.0 hours of Continuing Education Credit for enrolled agents under Treasury
Department Circular #230 Section 10.6(g).

This program has been approved for 6.50 recertification credit hours toward PHR and SPHR recertification
through the Human Resource Certification Institute (HRCI). For more information about certification or
recertification, please visit the HRCl homepage at www.hrci.org.

Participants who successfully complete this program will receive 6.50 hours of continuing education. They may
be applied toward ISM C.PM. recertification and/or A.PP. reaccreditation program requirements. ISM’s consent
to approve hours for this educational event is not an endorsement of this program or its content by ISM.

1 W Lorman Business Center, Inc. is an Authorized Provider by the International Association of
A m Continuing Education and Training (IACET). Lorman Business Center, Inc. will award 0.65
C El. CEUs to participants who successfully complete this program. Participants must complete
an evaluation in order to receive CEUs. Please verify applicability with your professional board
Pp! y your p
T educationunte before attending.

Lorman Education Services is registered with the National Association of State Boards of
Accountancy (NASBA) as a sponsor of continuing professional education on the National
A\ Registry of CPE Sponsors. State boards of accountancy have final authority on the
acceptance of individual courses for CPE credit. Complaints regarding registered sponsors
may be addressed to the National Registry of CPE Sponsors, 150 Fourth Avenue North,
SPONSORS Suite 700, Nashville, TN, 37219-2417. Web site: www.nasba.org

CPE Credit: Maximum Credit Hours: 8.0 each session (based on a 50 minute credit hour). Field of Study:
Specialized Knowledge and Applications. Prerequisite: None. Level of Knowledge: Intermediate. Teaching
Method: Seminar/Lecture. Advance Preparation: None. Please refer to the information in this brochure for outline,
course content and objectives. Upon completion of this course, you will receive a certificate of attendance. Final

approval of a course for CPE credit belongs with each state’s regulatory board.

Our Distinguished Faculty

Anna Stratton

Anna Stratton is the director of Professional Business Services at Systematics,
Inc. She concentrates in records management and business process protocols,
policy design, and information retention policies and process. Customers of
the company include Dunkin Brands, Wyeth Pharmaceuticals, The Boston
Symphony Orchestra, Dartmouth University, the U.S. Court of Appeals
and Shriners Hospital, for whom she has conducted records management
assessments and risk analysis, deployed technologies for electronic document
management and designed document retention architectures. When not
evangelizing the benefits of Systematics Professional Business Services,
she spends time with customers to identify key elements of information
manadgement that impact corporate function on both a departmental and
enterprise level. Ms. Stratton holds a bachelor’s degree in business management
from The American University and has over 17 years of professional business
management experience. She provides advice nationwide through the SYSTEC
Group’s “Ask the Expert” column. In addition, Ms. Stratton is an active member

of Association of Records Managers and Administrators (ARMA).

Interested in being a Lorman speaker?
Visit us at wwuw.lorman.com for more information.

Attendee comments from other Lorman seminars:

“l enjoyed the seminar. It was very helpful and informative. Makes
me want to attend another one of his seminars.”

— Carish Vergara

“This seminar was the best of its type that I've attended - very
informative.”

— Christopher Capece

“Excellent speaker — knowledgeable, informative, experienced and
practical.”

— Martell J. Hilderbrand
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