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Document Reminder System
- Patent Pending -

Do you live and die Features & Benefits
by your calendar? e Reduces costs and risks from missing critical dates,
not following up with correct forms or following the
Word-Tech’s DocMinder™ Document Reminder System correct steps.
marries your documents to your existing e-mail system. o  Automatically e-mails to alert responsible parties or

departments of upcoming events.
This affordable user-friendly system allows the correct

individual to receive an automatic e-mail with the cor- ¢ Allows for supervisors to be alerted of upcoming re-
rect document attached at the correct time in the fu- minders as well.

ture with instructions on the correct action to take.  Fulfill Sarbanes Oxley compliance re: periodic docu-
The e-mail can also contain approved follow up ment reviews.

forms and a check list of steps to take. e Reduce risk of picking the wrong version of the docu-

By simply right clicking on a document, you can bring ment when critical dates come due.

up a list of events associated to that document. e Integrates with your document management system
Simplicity is the key! If it’s easy, it is more likely that and most popular e-mail systems.

users will enter the proper information. e Creates reports on pending events/activities with

proper documents by individual, department, etc.

Potential Business Applications e Reduces issues from personnel turnover.

[@ Contracts with renewal dates, milestones, etc. Sample Reminder E-mail

Litigation dates and/or tasks to track =T

a0 X L |
Periodic document review (i.e. Sarbanes Oxley) '
Maintenance and/or warranty review xSt Mo

iy and type complate, fhen het send

Human Resources updates (employee reviews, . .
benefit reminders) e e

Lease and Real Estate transactions

Insurance policy management i

Claims management

Patent and Copyright management

Evbdent

Correspondence management


www.wordtech.com
http://www.wordtech.com/contact.html

DocMinderm Data Sheet

Sample Screen Shots

Once in your Document Management
system simply right click and choose
DocMinder option
Fields can be
customized to meet
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la) 8484 Y:\Docs\-Jrint Yenture Agreement.DOC
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Comments:

|2.02 Capital Contribution(z). The capital contribution to the Joint Yenture actually made by the parties, including property. cash and any additional capital contributions
made. ABC Company will contribute an additional $3.000,000.00 on 0741142008 unless ABC provides 50v with 50 day prior written notice of their intention not to make

this contribution.
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Adding or editing a reminder
with attachments
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Data Sheet

A checklist can be added to the
e-mail reminder to direct your staff
to complete all tasks.

S
 Document Checklists
——

Select the checklists which apply ta this reminder [items highlighted
i pelow will be included with the event email].

- Closing Checklist =]
- Appraizal
- Bond counsel apinion letter
- Bomower counsel opinior lether
- Evidence of completion of ervironmental remediatio
j - Evidence of insurance coverage
- Evidence of issuance of Bonds
- Evidence of performance bond
- Evidence of zoning and izzuance of construction pe
- Executed Architect and Construction Contracts
- Executed Bond Documents
- Executed Loan Documents
- Executed Participation Agreement
b Plars and Specifications

4 |

| [ e Ehecklist Eroum I
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i) | Cancel |
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DocMinder Notification

Wihen task is compieted hit reply and type complete, then hit se

Sere: Fr JRSIZ00 104 FM

Sobivntal

An e-mail containing the original document, follow up
forms, and a checklist of tasks to be completed can be sent
to the proper individuals, with reminders until completed.
All the user needs is an email address and can complete the

task within the email itself.

Select the tormz to-apply ta thiz reminder [iterns
highlighted it yellow will be included with the
event email].

Litigation Forms
Fieal E state Forms
oo Sellers Affidawvit
‘o Deed
i Clozing Statement
Certificate OF Walue
HR Forms

[ ox 1|

Cancel I

The proper follow up forms can be
attached to the e-mail with the
original document.
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Filter by individual,
department or
everyone.

Uncompleted and Completed - PATENT PENDING -

Reminder Reports
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Open and view document

/

Both uncompleted and completed reminder reports
can be sorted by date range, individual, group,
client, matter, etc, with an option to output the
results into Excel.
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Data Sheet

D Client ™ Matter Document Name Due Date Motification D ate Te
BE1E  ADWANCE STORES COMPANY. INC. Johnson Contract  Joint Venture Agreement 1141642007 1141342007, 0941642007, 11/02/2007  Bruce Farle
E7G8 Bed Bath and Beyond - Trial Installation 10430/2007 b att torge
EB759 Bed Bath & Beyond - Trial Install 10430/2007 b att torge
BB90 Contract Mgmt Consultants - Review NDA's Received 11482007 Bruce Karl:
6822 Fisher Patterson Sample Documents FORM12 114142007 Fiandy Rat
6824 TADocsh-loint Venture Agreement. DOC 114542007 Bruce Karl:
B572 v:ADocsiMaster WTBS Terms and Conditions Document (6_5_01).00C  11/1/2007 Bruce Karl:
2361 Skills Inventory 1042672007 Bruce Earl:
2315 Master WTBS Temms and Conditions Document (B/6./01] 114742007 Bruce Farl:
EB584 "WTEBS Records Management Seminar Slides 114142007 Bruce Farl:
E707 Dochinder £d 10431/2007  10/30/2007, 10/24/2007 Christina P.
11/ 7 1 Bru il

10/29/2007  10/28/2007 Chrigting P

ones Co. Building Purchase Agreement at 1100 Dak

Dachinder quate for Kirtan & MeCankis 11/42/2007 Bruce Karls
Micrasaft TechNet subscription, espires 11/07 1043042007 Bruce Karls
American Angus - Signed Agreement Drder Packet 10/26/2007 Jim Tipton
KKWC modifications quete 114642007 Bruce Karle
DM Software Adgresment doo 1141242007 Bruce Karle
4.0.6 sereen shot of erars, 9/3/07 12/17/2007  12/1442007, 111742007, 12/03/2007  Bruce Kark
4.0.8 new test document, svening 944 12A17/2007 124142007, 11/17/2007, 12/03/2007  Bruce Karl
4.0.11 testing 9-6 PM 12/20¢2007  12/17/2007, 11/20/2007, 12/06/2007  Bruce Rark
MEMa, Cantract Mamt Cansulating 9-27 11/6/2007  11/5/2007 Christina P-
HCMa, Contract Mgt Cansultsting 3-27 11/6/2007  11/5/2007 Christina P
Community Mational Bank - Test Estiact 10/29/2007 Jim Tipton
stuff to delate 1042642007 Jim Tipton
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Due Date: 511';0?;0? C| e I Checklists
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™ Copy Recurence : i
™ Outlook Maotifications Dielivers Histary
- Reminder Status Open Document
Expanded view Status:  Pending w Achion:  Feview ~ Calendar
Currently viewing parent reminders

D Fecunence Fiecurence List Motifications wlue Date! Complete  Comments

New Delete &pply ok Cancel
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View completed reminders report.

Eﬁfﬂ%n;?nt : 18] | Client = : M atter Document Hams i Due Date Bg?;pleted ! Closed By Comments

81937 EEOO Jones Co. Building 10/268/2007 10/26/2007 Eruce Karlzon  Prepare for closing

E2363 EBEOT Irgram final article 101242007 10472007 Bruce Karlson  Rewview Releaze

81937 41 Jaones Co. Building 10/23/2007 10/7/2007  Bruce Karlson Check to see if appraizal has come back
82624 ERS3 intern agreement 101542007 10/7/2007  Bruce Karlson  Review Confidential Info terms

85704 ERS8 Parking ot agreement 101142007 10772007 Bruce Karlzon  Review Terms

89210 EBS7F Skillz Profile 10/8/2007 10/7/2007  Eruce Karlzon Fewview skill requirements

87067 4341 Microzoft Techhet 10/158/2007 10/7/2007  Eruce Karlzon  TechiMet coming up for renewal

85305 44817 FO 75524 Captaris far 1041/2007 10/7/2007  Bruce Karlson 5% renewal

53530 [y Master WTEBS Termns and  3/21/2007  9/21/2007  Bruce Karlzon  Check on insurance renewal

53530 taster 'WTBS Termns and  9/7/2007 Q472007 Bruce Karlson Review article 23 for renewal of franchise agreement

< 3|
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I Done |
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ey Metwork
For more information click here For more information or to schedule a web

demonstration call 913-722-3334, ext. 37
or e-mail cparra@wordtech.com
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