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Legal and Compliance Support Action Items

Document Preparation
e Action Item: Initial Consultation and Needs Assessment

o Deliverable: A comprehensive needs assessment report outlining the types of legal documents
required, including contracts, agreements, and policies.

e Action Item: Drafting of Legal Documents

o Deliverable: Professionally drafted legal documents such as contracts, agreements, and
corporate policies tailored to specific business needs.

e Action Item: Review and Revision of Existing Documents

o Deliverable: Revised and updated legal documents with improved accuracy, clarity, and
compliance with current legal standards.

e Action Item: Development of Custom Legal Templates

o Deliverable: Customizable templates for frequently used legal documents like NDAs,
employment contracts, and service agreements.

e Action Item: Consulting and Guidance on Document Structure

o Deliverable: Detailed consulting report providing recommendations on document structure and
compliance, including best practices and legal requirements.

Regulatory Compliance
e Action Item: Conduct Compliance Audit

o Deliverable: A detailed audit report evaluating your organization’s adherence to relevant laws
and regulations, including identified compliance gaps and areas for improvement.

e Action Item: Perform Regulatory Requirements Analysis

o Deliverable: Comprehensive analysis document outlining applicable regulations and laws, with
specific compliance requirements for your business.

e Action Item: Develop Compliance Policies and Procedures

o Deliverable: Tailored compliance policies and procedures designed to meet regulatory
requirements and industry standards.

e Action Item: Create and Deliver Compliance Training Programs

o Deliverable: Training materials and session plans for educating employees on compliance issues,
including presentations, handouts, and interactive content.

e Action Item: Implement Ongoing Compliance Monitoring
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o Deliverable: Regular compliance monitoring reports with updates on status, identified issues,
and recommendations for corrective actions.

Contract Management
e Action Item: Draft and Negotiate Contracts

o Deliverable: Drafted contracts and agreements, including negotiation strategies and revisions to
secure favorable terms for your business.

e Action Item: Set Up Contract Tracking System

o Deliverable: Implementation of a contract management system with features for tracking
milestones, deadlines, and renewal dates, including user guides and training.

e Action Item: Review and Analyze Existing Contracts

o Deliverable: Review report identifying risks, inconsistencies, and areas for renegotiation or
improvement, with actionable recommendations.

e Action Item: Develop Standardized Contract Templates

o Deliverable: Standardized templates for common contracts, ensuring consistency and efficiency
in contract creation and management.

e Action Item: Resolve Contract Disputes

o Deliverable: Detailed dispute resolution plan, including mediation or negotiation strategies, and
legal advice as needed to address and resolve contract conflicts.

To avail of our professional services kindly contact hello@consultareinc.com or call 1-202-982-3002.



