
Get Insights from Experts
South Florida Center for Jewish Ethics’ Truth 

in Advertising in American and Jewish 
Law, with Lance Harke of Harke Clasby 
& Bushman, and Rabbi Dovid Schoen of 
the Center for Jewish Ethics, Tuesday, June 
21, 6:15 p.m., Bilzin Sumberg, 1450 Brickell 
Ave., 23rd floor, Miami. $36 attorneys, $15 
students, $10 judges; includes light dinner. 
www.sfcje.org.

Commercial Real Estate Women – Miami: 
An Intimate Conversation with Miami-
Dade College President Eduardo Padrón, 
Wednesday, June 22, 11:30 a.m., Four Seasons 
Hotel, 1435 Brickell Ave., Miami. $45 mem-
bers, $55 nonmembers. Maria Bixby, adminis-
trator@cor-events.com or (305) 938-0775.

Greater Miami Chamber of Commerce’s 
Business Innovation Institute: The Human 
Capital: Building an Exceptional Team, 
featuring panelists Tony Argiz, CEO, 
Morrison Brown Argiz & Farra; Matthew 
Shore, president, Steven Douglas 
Associates; David Clarke, managing 
partner, BGT Partners; and moderator 
Howard Shore, Activate Group, Thursday, 
June 23, 11:30 a.m.- 1:30 p.m., Greater Miami 
Chamber of Commerce, 1601 Biscayne 
Blvd., Ballroom Level. $30 members, $40 
nonmembers, $50 at the door; includes 
lunch. Cornelia Pereira, (305) 577-5432 or 
cpereira@miamichamber.com.

Hear industry insights
Greater Miami & The Beaches Hotel 

Association’s annual tourism luncheon, 
with keynote speaker Christopher 
Thompson, preisdent and CEO, Visit 
Florida, Wednesday, June 22, 11:30 a.m., The 

Biltmore Hotel, 1200 Anastasia Ave., Coral 
Gables. $50 members, $60 nonmembers. 
Vanja Majkic, vanja@gmbha.com or (305) 
531-3553.

Learn Business skills
Women’s Prosperity Network’s Heart 

Selling, Not Hard Selling: How to 
Transform Selling Into Buying, Tuesday, 
June 21,11:30a.m., Doral Park Country Club, 
5001 N.W. 104th Ave., Miami. $25 members, 
$35 nonmembers. www.wpnevents.com/
miami/lll.html or (954) 370-1176.

Broward SCORE’s How to Start a Business 
From Your Home, Tuesday, June 21, 5 p.m., 
Margate Community Center, 6199 N.W. 10th 
St., Margate. $25. (954) 356-7263 or www.

browardscore.org/workshops.

ActionCoach Team Sage: Success is a 
Mindset webinar, Thursday, June 23, noon-
1 p.m., online. Free. www.actioncoachteam-
sage.com/success.

Miami SCORE’s Establishing Brand 
Awareness, Saturday, June 25, 1 p.m., SBA 
Miami, 100 S. Biscayne Blvd., Miami. $40. 
miamidade.score.org/events.

NETWORKING
West Boca Leaders networking meeting, 

every Wednesday, 7:30-8:30 a.m., Mission 
Bay Office Plaza, 20283 State Road 7, Suite 
300, Boca Raton. Members $60 per quarter. 
First-time guests free. www.westbocalead-

ers.com or (561) 852-0000.

West Boca Business Connection network-
ing breakfast, Wednesday, June 22, 8 a.m., 
Bagel Tree Restaurant, 9080 Kimberly Blvd., 
Boca Raton. $7. westbocabuscon@gmail.
com or (561) 852-4577.

Society for Marketing Professional 
Services’ Speed Networking Event & Social, 
Wednesday, June 22, 5:30 p.m., Bimini 
Boatyard Bar and Grill, 1555 S.E. 17th St., Fort 
Lauderdale. $20 members, $25 nonmem-
bers; includes one drink. www.smpssouth-
florida.com/events.html or (954) 585-4226.

Who’s hiring
AT&T is hiring technicians, sales representa-

tives, sales managers, account executives 
and account managers throughout South 
Florida. For details about job openings and 
locations, visit http://connect.att.jobs/.

Discovery Communications has job open-
ings in Miami including editor, production 
coordinator, administrative assistant, content 
operations manager, ad sales coordinator 
and solutions planner. For more information 
on these and other job opportunities, visit 
http://careers.discovery.com/north-america.

Lynn University in Boca Raton has job post-
ings for a director of career services, an aca-
demic records specialist, an assistant sports 
information director and a coordinator of 
student involvement. For more information, 
visit www.lynn.edu/employment-opportuni-
ties/employment-opportunities.

All job postings and data came from the  
organizations’ corporate websites.

The South Florida Technology Alliance 
will host 4G Worldwide Standard Technol-
ogies and What they Mean to 
Business.

The four-hour event will dis-
cuss what kind of industries 
benefit from 4G technologies, 
how they will change work-
forces and workplaces, and 
how they enable small busi-
nesses to compete like larger 
ones. Akshay Sharma of Gart-
ner Inc. will deliver a keynote 
address, while panelists in-
clude Craig Stepien, director 
of technology and quality for FPL Distribu-

tion, and Tim Robinson, head of data solu-
tions for Verizon Wireless Florida.

The event will be held Thurs-
day, June 23, 4:30-8:30 p.m. 
at the Fort Lauderdale Mar-
riot North, 6550 N. Andrews 
Ave. The cost is $25 for mem-
bers and $55 for nonmembers. 
(Guests of the Launch Pad at 
the University of Miami may 
register for the member price.)

For more information, con-
tact Jackie Fernandez at (954) 
239-9739 or jackie@southflori-
datech.org. To register, visit 

www.southfloridatech.org.
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In recent years, there has 
been a big change in the 
way we receive and send 

information. Most docu-
ments that traditionally 
started out as a paper copy 
are now being transmitted 
electronically. 

Even though the trend is 
changing, I do not believe 
paper will go away all to-
gether. People will still print out documents 
when received, as they are still accustomed 
to paper. As touch displays and related mon-
itor technology improves, this will become 
less of an issue. Going paperless has been a 
goal of companies for many years. However, 
the benefits behind the goals have shifted to 
document management and workflows.

In any company, workers produce docu-
ments every day, which typically reside on 
individuals’ desktops or in file servers. One 
estimate holds that employees currently 
spend up to 40 percent of their time looking 
for and dealing with this tsunami of infor-
mation. This time spent on searching, sort-
ing, creating and re-creating redundant doc-
uments account for millions of dollars of 

wasted hours in the U.S. alone.
Now that bills, invoices and other docu-

ments are being received electronically, 
the goal is no longer just scanning paper to 
avoid the space of file cabinets, but to orga-
nize these documents in a manner to quickly 
find, secure, route and retain as appropriate 
within the business. When documents are 
received as e-mails, most companies do not 
have a way to route them electronically or an 
organized place to store them. 

Although a paperless office might seem 
difficult to achieve, document management 
software solutions make it easy for an orga-
nization to quickly move to a “less paper” 
system of working. 

Benefits of going paperless
If you are looking to switch to a paperless 

office, your organization can benefit in sev-
eral ways, including: 
n Efficiency. No time lost filing and retrieving 
documents.
n Collaboration. Share your documents with 
others in your organization quickly and easily.
n Remote access. Access important docu-
ments remotely.
n Security. Provide controlled access to your 

documents.
n Savings. Reclaim space used to store docu-
ments and eliminate off-site warehousing.
n Compliance. Comply with regulations such 
as the Sarbanes-Oxley Act and Health Insur-
ance Portability and Accountability Act.
n Disaster recovery. Ensure business continu-
ity by protecting documents from disasters.
n Simplification. A single mechanism man-
ages both electronic and paper documents.
n Environmental benefits. Reduced usage of 
and dependency on paper results in fewer 
trees being destroyed and a decrease in pol-
lution levels in the atmosphere.

Making the move to paperless
A powerful document management soft-

ware solution can help you capture, create, 
file, search and retrieve documents. It also 
helps you file, secure, archive and distrib-
ute the documents; and design and manage 
workflows.

A complete document management sys-
tem comprises six basic elements:
n Scanning. Advancements in technology 
make conversion fast, inexpensive and easy.
n Storage. A storage system provides reli-
able storage for documents. A good system 

accommodates changing documents, grow-
ing volumes and advancing technology.
n Indexing. This creates an organized filing 
system and makes retrieval simple and effi-
cient. A good system will make existing pro-
cedures and systems more effective.
n Retrieval. The retrieval system uses infor-
mation to find images stored in the system. A 
good system will make finding it fast and easy.
n Access. Document viewing should be read-
ily available, with the flexibility to control 
access to system. A good access system will 
make documents viewable to authorized 
staff, whether in the office, at different loca-
tions or over the Internet.
n Workflow and approval. Routing docu-
ments through an electronic approval pro-
cess allows for tighter controls and better re-
sponse times, and eliminates paper costs.

In a volatile economy, now’s the time to 
stop wasting valuable resources, time and 
money on inefficiencies created by clutter 
and disorganization – and go paperless. 

Robert Cini, a CPA and director in Boca Raton with CBIZ 
Connexia, holds the certified in technology professional (CITP) 
designation from the American Institute of Certified Public 
Accountants. E-mail him at rcini@cbizgl.com.
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