% MAINE ASSOCIATION OF
COMMUNITY BANKS

Your Bank’s Business Documents
Retention & Destruction Guidelines:
Accounts Payable, Vendor Records, Invoices, & More

Tuesday, January 5, 2010
3:00 pm —4:30 pm Eastern

WEBINAR — ON-DEMAND WEB LINK - FREE CD ROM

Does your bank have a systematic record retention and destruction policy that covers traditional paper
documents and electronically-stored information? Would you be able to produce internal business
documents that are required in litigation or adversarial situations? Some banks retain all records permanently
“to be on the safe side,” but, that isn’t practical today. Learn the legal requirements and the practical
considerations for electronic and paper retention and destruction of internal business records, including
accounting ledgers, personnel files, accounts payable, invoices, and vendor contracts.

HIGHLIGHTS
e What documents should you keep and for how long?
e How should you handle electronic records?
e What special action must be taken when litigation is threatened against your bank?
e How can an effective document-retention policy help your bank?
e What are the various methods for document retention and destruction?
e This program will not cover loan/deposit compliance requirements.

WHY SHOULD YOU PARTICIPATE?

This session is a cost-effective way to learn legal and practical methods for retention and destruction of
internal business documents. You may train as many individuals as you like for one set price. There will be no
travel costs, no time lost from work, and no one will be required to leave the institution.

WHO SHOULD ATTEND?
This informative session is designed for corporate personnel and operations staff, especially those responsible
for creating record-retention policies and responding to document requests.

PLEASE NOTE: Your registration fee allows you to have one telephone connection. However, as many people
as you like may listen from your office speaker phone. If you register for the webinar, your registration fee
also includes one internet connection from a single computer terminal.

ABOUT THE PRESENTER - Elizabeth Fast, JD, CPA, Spencer Fane Britt & Brown, LLP

Elizabeth Fast is a partner with Spencer Fane Britt & Browne LLP where she specializes in the representation of
financial institutions. Elizabeth is the head of the firm’s training division known as Bankers Choice. She
received her law degree from the University of Kansas and her undergraduate degree from Pittsburg State
University. In addition, she has a Master of Business Administration degree and she is a Certified Public
Accountant. Before joining Spencer Fane, she was General Counsel, Senior Vice President, and Corporate
Secretary of a S9 billion bank with more than 130 branches, where she managed all legal, regulatory, and
compliance functions. She is a member of the Missouri State Banking Board by appointment of the Governor.



REGISTRATION FORM

Mail Your Registration Form To:
Maine Association of Community Banks
489 Congress Street

Portland, ME 04101-3430

MAINE ASSOCIATION OF
COMMUNITY BANKS

EDUCATIONAL PROGRAMS

Fax Your Registration Form To:
207.774.5693

E-Mail Your Registration Form To: LIVE WEBINARS - ON-DEMAND WEB LINKS - FREE CD ROMS
grayd@mecb.com JANUARY 2010
PROGRAM INFORMATION

Jan 5: Docs - Retention & Destruction Guidelines Jan 20: Robbery Awareness for All Bankers
Jan 7: Stressing Capital & Capital Contingency Jan 21: Director Series: Compensation Design

Jan 12: IRA Regulatory Update & Review Jan 26: Frontline Skillworks: Top10 Reasons - FDIC Ins.

Jan 14: Regulatory Hot Buttons in 3™ Party
Selection & Management

PROGRAM DELIVERY OPTIONS

Jan 28: CRA Performance: Meeting Examiner Expectations

NON-
MEMBER MEMBER DELIVERY OPTIONS (NEW)
215.00 315.00 | Live Webinar License (Includes connection codes for (1) telephone audio connection plus (1) internet connection for visuals
215.00 315.00 On-Demand Web Link & CD Rom (recording of the live webinar including audio, visuals, handouts & presenter’s e-mail
) ) address - available 5 days following live webinar date for 6 months - plus free CD Rom)
323.00 423.00 | Both Live Webinar & On-Demand Web Link (includes free CD Rom) (Combines the above options)

PROGRAM REGISTRATION
Name
Title
Firm
Street Address
City/State/Zip
Phone Fax

Email

METHOD OF PAYMENT (check one below)
[l check Enclosed

[] Invoice Name Above [l Invoice Name (if different than above)

[] visa [ Master Card [ AMEX (If paying by credit card, please complete the information below)

Signature: Print Signature:
Card Number: Expiration Date:
Cardholder Address:
Street or PO Box City State Zip
c.c. authorization Program Identification

For more information, please call Drinda Gray at Maine Association of Community Banks at 207.791.8400
Electronic registration files may be e-mailed to grayd@mecb.com
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