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Offer Letter & Acknowﬂecﬁgmem

Acrobat Outsourcing is pleased to offer you a position as:‘p{\o p W ‘ i

o Pogition at the rate(s) of $H_‘®per hour starting on “ ) N ?D\L\‘— .

This offer is contingent upon satisfactory completion of the background check process. By accepting this offer,
you also agree to comply with the policies set forth by the company and acknowledge the guidelines that are

shared with you at the time of hire.

ACCEPT Job Offer SN ( /« mQ s
» . s e .
By signing and dating this letter below, |, L ) O BA e , accept this job offer of
L 2 C@”:’/(’ 7:76@7{‘&/‘ by Acrobat Outsourcing. '
. /) (|l / ; 2,/ tef vy
Signature_ [} « Date A
- ( %
OR
DEGLINE Job Offer
By signing and dating this letter below, |, , accept this job offer of
' by Acrobat Outsourcing.
Signature B Date

By accepting a job with Acrobat Outsourcing, you agree that you have done so voluntarily and acknowledge that_ there is
no specified length of employment. Your employment is at will and either Acrobat Outsourcing or you may termm.at’e t‘he
relationship with or without cause and with or without notice at any time. Prompt reporting of all work-related injuries
and/or illnesses is a requirement of employment and you agree to report such injuries and/or ilinesses as required.
Acrobat Outsourcing reserves the right to change the hours, wages, and working conditions at any time base_d on
business necessity. Policies are subject to change and revised information may supersede, modify, or eliminate existing
policies. Any questions, please feel free to consult with the Human Resources Manager contact Acrobat Outsourcing.

AQ | Octaber 2010
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Unlawful Harassment and Sexual Harassment Policy

Acrobat Outsourcing is committed to providing a work environment free of unlawful harassment.

Company policy prohibits sexual harassment and harassment based on pregnancy, childbirth or related

medical conditions, race, religious creed, color, gender, national origin or ancestry, physical or mental

disability, medical condition, marital status, registered domestic partner , age, sexual orienfation, gender

identity or any other basis protected by federal , state, or local law or ordinance or regulation. All stich
- harassment fs untawful. ' '

Acrobat Outsourcing anti-harassment policy applies to all persons involved in the orientation of Acrobat
Qutsourcing, and its sub31d|ar|es and prohibits unlawful harassment by any employee, including
supervisors, coworkers and any other persons. It also prohibits unlawful harassment based on the
perception that anyone has any of those characteristics, or is assomated with a person who has or is
perceived as having any of those charactenstlcs

Prohlblted uniawful harassment includes, but is not Ilmrted to the fol!owmg behawor

o - Verbal conduct such as ep|thets derogatory jokes or comments, swearing or cursmg, slurg or
unwanted sexual advances, invitations, or comments about an individual's body; sexually
degrading words used to described an lndlwdual or suggestwe or obscene letters, notes, e-mails
or mwtatlons

o - Visual displays such as derogatory andlor sexually onented posters photegraphy, cartoons
"drawings, or gestures; -

o Prolonged staring or leering which might be constructed as sexual or threaténing in nature;

e Physical conduct including assault, unwanted touching, intentionally blocking normal movement
or interfering with' work because of sex, race, or any other protected basis ;

o Threats and demands to submit to sexualAreq_uests as a condition of contlnued empioymeht, orto
avoid some other loss, and offers of employments benefits in return of sexual favors;

3 In’nmldatlon, ,and objectionable conduct dlrected at another person;

o Stalking, electronic communications harassment impendmg aperson’s movement sexual battery
or other improper activities as provide for under state criminal law;

° On~!ine_ harassment such as e-mail or attachments, materials posted about a person, chat room
discussions, and viewing/downloading of an-fine pornography, sexual offensive material, or
discriminating materials;

o  Suggestive or obscene clothing, fo include designs and printed matter;
o  Suggestive or obscene tattoos and body art, suggestive or obscene piercing; and

o Retaliation for reporting or threatening to report harassment.

If you believe that you have been unlawfully harassed, submit a written complaint or speak to any
Company supervisor or the Human Resources Department as soon as possible after the incident. Your
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complaint should include details of the incident or incidents, names of the individuals involved, and names
of any witnesses. Supervisors will refer all harassment complaints to the Human Resources Department. -

Acrobat Outsourcing will immediately undertake an effective, thorough, and objective investigation of the
harassment allegations.

if Acrobat OUtsourcing determines the unlawful harassment has oceurred, effective remedial action will be
taken in accordance with the ciréumstances involved. Any employee determined by Acrobat Outsourcing
to' be responsible for unlawful harassment will be subject to appropriate disciplinary action, up to, and
including termination. A company representative will advise all parties. concerned of the results of the
investigation. Acrobat Outsourcing will not be retaliation by you or any witness for filing a complaint and
will not tolerate or permit retaliation by management, employees or coworkers. '

Acrobat Outsourcing encourages all employees to report 'any incidents of harassment forbidden by this
policy immediately so that complaints can be quickly and fairly resolved. You also should be aware that
the Federal Equal Employment Opportunity Commission and the California -Department of fair
Employment and Housing investigates and prosecute complaints of prohibited harassment employment.
If you think you have been harassed or that you have been retaliated against for resisting or complaining,
you may file a compliaint with the appropriate State.or federal agency.

It is imperative, once the investigation is stated that all invoived employees including witnesses and the
allege perpetrator completely and honestly assist the investigation. This would include, but not limited to,
providing honest and accurate statements, being availabie for interviews, and assisting in the successful
completion of the investigation. Failure to do so on any involved empioyee’s party may be cause for

disciplinary action, up to and including termination. )

| have read the above policy and understand that Acrobat Outsourcing is committed to providing a work
environment free of unlawful harassment. Company policy prohibits sexual harassment and harassment
based on pregnancy, childbirth or related medical conditions, race, religious creed, color, national origin
or aricestry, physical or mental disability, medical condition, marital status, age, sexual orientation, or any
other basis protected by federal, state, or local law or ordinance or regulation. All such harassment is
unfawful. Presidio Financial Partners anti-harassment policy applies to all persons involved in the
operations of Acrobat Qutsourcing, and its subsidiaries, and prohibits unlawful harassment by any other

employee, including supervisors and coworkers.

| have read the above policy and understand that Acrobat Qutsourcing is committed to providing a work
environm_ent_ that is free of uniawful harassment. Presidio financial Partners anti-harassment policy
applies to all persons involved in the operation of Acrobat Outsourcing and prohibits unlawful harassment

by any employees.
Print Name ' Dat
Q/M,l.:"@(/\@vmégc 'a'_,éu.b /(/{ 2/2} /(_(
( {

%mpioyee ignatur .
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NOTICE TO EMPLOYEE

Labor Code section 2810.5

Zffective January 1, 2012, California Labor Code section 2810.5(a) requires that the following information be provided to each
smployee at the time of hire in the language the employer normally uses to communicate em ployment-related information.
Zxceptions to this requirement are indicated on the next page. This notice is available in other janguages at

yww . dir.ca.qov/DLSE.

Jame of Employer: _ ACROBAT QUTSOURCING

Check all that a'pply): o Sole Prbprietor X Corporation o Limited Liability Company o General Partn_ership
o Other type of entity:
X Staffing agency (e.g., temp agency or PEO)

dther Name Employer is doing business as (if applicable):

>hysical Address of Main Office: 665 THIRD STREET, SUITE 415 SAN FRANCISCO, CA 94107
mployer's Mailing Address: 665 THIRD STREET, SUITE 415 SAN FRANCISCO, CA 94107
<mployer’s Telephone Number: , _ (415) 431-8826

f the worksite employer uses any other buéiness or entity to hire employees or administer wages or benefits, complete the
nformation above for the worksite employer, complete the information below for the other business, and complete the remaining
sections. If there is no other business or co-employer, or if the only other businessis a recruiting service or a payroll processing
service, skip the rest of this section, and com plete the .rema'mivng sections.

Name of Other Business: ‘ ‘ __This .

other business is a: | ' '

o Proféssional Employer Organization (PEQ) or Employee Leasing Company or a Temporary Services Agency

o Other:

Physical Address of Main Office: ' Mailing

Address:

Telephone Number.

DLSE-NTE (1/2013)



