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Your Hﬁ!pluﬂﬂqi Stalfing memimah:

Emplayment Apphcatwn

Acrohat Dutsourcing is an equa! ayportumty employer dedicated to non-discrimination In all employment practices. Acrobat
Outsourcing selects the best qualiﬂed indjvidual for the jah based on jeb-related qualifications regardless of race, age (40%),
color, rafigion, gender, national erigin, ancestry, marital status, sexual orientafion, disabliity or any piher stifus protected by
applicable law. .

Full Narme | !LPS A0S \(m C i€ @UV{ /&

Home Te!ephcne{ {20) 709‘ Q d‘}' & Other Telephone { ) !
Presenit Address [ ofA | X o Je (SwL’

Permanent Address, If different from present address:

Email Address L V) IAC e Vhaf&m ,é)amm ?l.Cory)

Position applying for: _ L X QJS ;\T\}» : Salary desired: j l P /) o
Are you currently registerad withlany stafﬁng andfor amploymaut aganues‘? if 50, please list
ADNG, - |
Are you applying for: Fuil-timé work? Yesl No__ Part-time 'mrk? Yes _304/ No_
Temporary work, 2.9., summer of holiday work? Yes_ No___", From: To:

. How did you fipd out about our open posittcn’? {Flease check il in proper nama of source);
Referral [Q/N:me of Referral V) (Y RPUELTDY Newspaper [ Job Fair [T Agency [] Company Website .
- Other Web Posting [T1  Other éource [ .
Could you work overime, if necessary? Yesd/No___ If hired, an what date could you start working? ’ ;;' / aéJ / / —%

Please keep In mind that schedules and sbifts may vary depending on position and season. Additionally, the haurs may vary from
weok to weok, depending on the company, hoeds. Please Iisf only the fimes/days: you’re availabie fo work balow.

. SPEEIFYHQL_IRS SUNDAY‘ MONDA‘! TUESDRY ' WEBNESDAY ) THLURSDAY ERIDAY SATURDAY
DALY

oA T -or)m SeTaC=aNevTalleva)
P OHgN [(SYe, O Qey) ﬁfD@q,

Do you have any vacatlons or exfended teaves planned [ the next 12 monthe? if so; please'list dates

k]

Have you ever applied to or worked for Acrot}at Outsoursing before? Yes_. Noy/ Ifyes, when?
Bo you have friends or relatives working for Acrobat Outsourclng? Yes___No If yes, please state name and relationship
. ‘- ? )
_If hired, would you have a raliable means of t'ransportaﬂon- to ar;d from work? Yes___\[ o__
i hi}ed, £an you present evidence 3f your 1egal tight to live and work in this country? Ye j/!::o
State a,ée fyouarsunderis____ |, Fyou are under 18, hire is subject to verification that yuu are of minimum legal age fo work.

Are you abls fo parform the essential funcﬂnr‘rs of the joh far w.hjch you ars applying? Yes No_ .

If no, describe the funclions that capnot be perfarmad {Note: -‘We comply with the ADA and consider reascnable accommadatlon
measuras that may be necessary for eligible: appﬁcantslemployees 10 perform essenfial functions.)
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pUtsoLrcing
Your l-mpﬁaﬂty Staffing Professionals

Pursuant to any and all Fai
~and conviciion records,

r Chance Ordinances, we will consider for employment qualified applicants with arrest

CITY & STATE GRADE OR DEGREE

NAME OF SCHOGL 7 Bib YOU GRADUATE?
P 7 i o t Lo : _ GQMPLETED )

U entiold oM INCWAZ Y A Dipolion S
— "\ I i /

Do you have any speclal licensas, ceriificates or special training? If @
$0 please list under “Speclal”, ' YES

Are you compiter literaite? If so) list softward knowledge under YES @
“Special” " ' e

Are you proficient with Point of Sales Systems? If, so please list @Eg NO
which ones under "Spectal.” : .

Do you have any other experience, training, qualifications or spealal YES NG
skills, which you feel make you espacially suited for work at Acrpbat

DOutsaurting? K so, please list undsr “Spesial.”

Speclal: Q d /\,

(‘{;ﬁ.\ i ‘@8%4@ Q&Mﬁ&

List below all presant and past empla
months or more.
Aro'you currently employed?

Name and Address of Emp%?yer

Yes

yrment starting with your most recant employer {last 10 years Is sufficient). Account for unemployment periods of three

¥ so,'may we contact your curront employer? Yes___ No___

No_}{_
Oeln Yo\
Telephone No. (CID%’) 66 =2 L[ g Lf’)l Bupervisors i

Noled G

Type of Business = Vl. KJC.J
YoyrPosition and Duties &Ji }CQ_\“M Mol R+ CQC}rg‘
O‘?glr’@((& PN

Dates of Employment: From_ ()

Reason for Leaving: \2){‘/&

L2 Q.Pf‘mﬁmﬂg O@i:jufhf‘i’;f’lér‘% P?M?;ﬂ amﬁ Tyion

Yy

Name and Addrass of Employer

Type of Business
Youy Pasition and

Z % d}
Duties ( 1} ‘{’ SUO’(”Q\] ﬂ@( {/

| Ciappm&hxm RIOE
Svaciouck Y

“Telephane Na, (C{Og) C‘ (0\ "m
1e00¢ el

Supervisor's Name \j (f\iﬁém
et SePven] g inks

CoL FEDOL 1

(‘*@;\Qdﬂmcp whiHn eo W Coolel tondg

(e BHranoel

Dates of Employment: From____°

1’?“0 To G174

Reason for Leaving: Q)C)r\'

@QL DODOQ/‘MN:u Cuindw Vazm(

Name and Address of Employer

Type of Business

Your Position and Duties: 5; 1‘;1(
L
Cﬂ@ Yol

Hms Ak [ Stavbucks )
Telephone No. (0\73 ‘” upervisor's Name FIZQ Q
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Dates of Employment: From {

" "autsnumtns
Your Hnsp!taﬂty Staffing Professionals

’S/To QIILP

Reason for Leaving: m

ny»

Name and Address of Empfoy

Type of Business
Your Position and Duties

er

)

Telephone No. {_ Supervisor's Name:

Dates of Employment: From

To

Reason for Laaving:

Have you ever been fired from any previous place of employment? K &0, please explain;

if 30, describe:

Have you cbtained any special SiLI"S or abilities as the result of servxce in the military?

Na

Yes

i

List helow three persons not

QI O\

" Name:

olated to you who have knowledge of your work performance within the last three years.

st tteng Telephone No. (472) LD 5| 07

© Address

Ceeupation: Q?“"ﬁ\ \

,Relationship; MMumber of Years Acquainted: _\ ),

Lent Telephone No. (G1%) ST~ 61 SO

Name: A’V/ I?QL— %U?

Address

Oceupation: b\_)ﬂ 7e h{%

€ . Relationshfp: MMNUI‘MQB’F of Years Acgualnted: g .

Name: !\ Q. k,%?q o

Address

Lin r\:} QO\M Telephone No, (909)_ D74/ - ST O

Occupation:ge,ll’(},[ }

Relationship: lo ’&)Ol@bﬁﬂt_ Nurmber of Years Acqusinted; 23
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Your Hotpltality Staffing Professionaie

Please Read Carefully, lnit:ial Each Paragraph and Sign Below

m_ | hereby certify that [ have not knowingly withheld any information that might adversely affect my changes for
employmeant and Ehat the answers given by me are true and correct to the best of my knowledge. | further certify
that |, the undersigned applicant, have persapally compileted this application, | understand that any omission or
misstatement of material facts on this application or an any document used to secure employment shall be grounds

for rejection of this applicatiori or for immediate discharge If | am employed, regardless of the time elapsed before
discovery. ' :

E }\N\ | hereby authorize| Acrobat Quisourcing to thoroughly investigate my references, work record, education and other
, matters refated to my suitability for employment and, further, authorize the refarences | have listed to disclose to the
company any and Pll_ tetters, reports and ather information retated to my work records, without glving me prior notice
of such disclosure. In addltion, 1 hereby release the company, my former employers and afi other persons,
corporations, parinerships and associations from any and all dlaims, demands or libilities arising out of or in any

way related fo suc investigation or disclosure. '

£ !W\ 1 hereby authorize Acrobat Outsourcing and its authorized representatives to solicit information regarding my
~ background, which{may include but not be limited to, information about my employment, education, andor criminal
history, which may| be In the files of any federal, state, or local criminal justice and law enforcement agency and

general public records history, i -

£ \O{\) i understand that if selected for hire, it will be necessary for me to provids satisfactory evidence of my identity and:
legal authority to weork in the United States, and that federal immigration laws require me fo camplete an -8 form In -
this regard within three days of my hire date. -

m Acrobat Outsourcing is an at-will employer. | understand that nothing contained in the application, or conveyad
during any interview, which may be granted or.during my employment, if hired, is intended 4o create an employment -
contract betwean me and the company. In addiflon, 1 undetstand and agree that if { am employed, my amployment
is for no definite or determindble period and Tnay be terminated at any time, with or without prior notice, with or
without cause, at the option of either myself ar the company, and that no promises or representations contrary io
the foregoing are binding on the company unléss made in wilting and signed by m#e and the company's designated
reprasentative. ' ‘

I hereby acknowledge that i have read and understand the above statementts,

Applicant’s Signature :LW %—\ Date |2 / L ?!} 8 .




Form W-4 (2018)

Future developrnents. For the latest
infarmation about any future devslopments
related to Form W-4, sugh as legisiation
ehacted after it was published! go to
www.irs.goviFormiW4,

Purpose. Complete Form W-4 5o that your
employer can withheld the correct fadaral
income tax from your pay. Consider
completing a new Form W-4 ezach year and
when your personal or financial situation
changes,
Exempfion from withholding.You may
claim exemption from withholding for 2018
if both of the Tollowing spply.
= For 2017 you had a right to ajrefund of all
fadaral Income tax withheld begause you
had no tax liability, and
» For 2018 you expect a refund of all
federal income tax withheld because you
expect ta have no tak abillty.
I you're exempt, complete only fines 1, 2,
3, 4, and 7 and sign the form to|validate it
Your exemption for 2018 explres February
15, 2019, See Pub. 505, Tax Wlfhheldin’g
and Egtimated Tax, to leamn mors about
whather you qualify for exemption from
withholding.

General Instructions

if you sren't exempt, follow the rest of
these instructions to determine the number
af withholding allowances you should claim
for withhiolding for 2018 and an | edditional
amount of tax to have withhsld, For regular
wages, withholding must be based on
allowances you claimed and may not be a
flat amount or percentage of wages.

You cat afso use the caloutator at
www.lrs.gov/WiaApp to deterrnthe your
tax withholding more accurately. Conisider

-Form- W"4 ‘

using this calculator i you have a morg
complicated {ax situation, such as i you
have a working spouse, mote than orie job,
or a large amount of nonwage incorne
outside of yourjeb. After your Form W-4
takes effect, you can also usethis
calcvlator to ses how the amaunt of tax
you're having withheld comparas to your
projectad total tax for 2018, if vou use the
calculatbr, you.don't need to complete any
of the workehébts for Form W-4.

Note that i you have too much tax
withheld, you will recaive a refund when you
file your tax retum. If you have too Jittle tax
withhald, you wiit swe tax when you file your
tax retum, and you might owe a penalty.
Filers with multiple jobs or working
spouses. If you have more than one job at
a time, or ¥ you’re marrled and your
spouse is also working, read all of the
Instructions including the instructions for
the Two-Eamers/Muliiple Jobs Workshest
before beginning.

Nonwage income. if you have z large
amount of nonwage income, such as
Interest or dividends, cansider making
estimated tax payments using Form 1040~
ES, Estlmated Tax for Individugls.
Ctherwise, you might owe additional tax.
Cr, you- can vse the Deductions,
Adjustments, end Qther Income Workshest
on pags 3 or the calculator at wwwh.irs. gov/
We4App to make stirs you have snough tax
withheld from your paycheck. if you hava
penslon or annutty incoma, see Pub, 505 or
use the calculator at www.jrs.gow/Wddpp
o find out if you should adjust your
withholding on Férm W-4 or W-4P,
Nonresident alien. if you'rs a nonresident
alien, see Notles 1392, Supplemental Farm
W-4 Ins’h'uc'ﬁqns for Nonresident Aliens,
before completing this form.

Separate here and give Form W4 fo your employer. Kaep the workshest(s) far your records.

Employee’s Withholding Affowance Certificate

> you're sntitled to elaim & certain number of allowaricas or sxempton from withhalding Is

Specific Instructions
Personal Allowances Worksheet
Complste this workshest on page 3 firet to
determine the number of withholding
gllowances to clgim.

Line C. Head of houschold please nete:
Generally, you can ciaim head of
housshold filing status an your tax retum
anly if your're unmarried and pay more than
50% of the costs of keeping tp = home for
yourself and a qualifying individual. Ses
Pub. 501 for more information aboutfiling
status,

Line E. Child tax credit. When you fils
yaur tax retum, you might be eligible to

. claim a credit for each of vaur qualifying

children. To qualify, the child must be
under age 17 as of December 31 and rrust
be your dependent who lives with vou for
raore than half the vear. To legm more
about this credit, see Pub. 872, Child Tax
Credit, To reduce the tax withheld from
your pay by taking this credit Info account,
foliow the instructions on fine E of the
worksheet. On the workshest yay will bs
asked about your total Incoma., For this
purposs, total ncome includes all of your
wages ahd other incoms, including income
eatned by a spouse, during the year,

Line F. Gredit for other dependents,
When yau fife your tax return, you might be
eligivle to claim a credit for each of your
dependents that don't qualify for the child:
tax credit, such as any dependent children
age 17 and alder. To learn more about this
credit, see Pub. 505, To reducs the tax
withheld from your pay by taking this credit
into accaunt, follow the instricctions on fine
F of the worksheet, On the workshiest, you
will be asked about vour total incoms. For
this purpose, Yotal Incomie Includes alt of

OMRB No, 5450074

R sublos fo review by tho IRS. Your smployer may b requirad to send & copy of his farmfo the RS, 201 8
T Vour first nearhe and middl infie ‘ Tastrame ' T - 2 Your social sennrity nUmhEr
Dnesihe Y Dhee sy 1502 - sosD

M ‘Ifiur'ne add@number and sfréat or rusal route)

Lot St

3 [Woinge

[IMeried  [_|Married, but withhold at higher Singta rate.
Note: if maried fllng separately, sheck “Marited, biat wiihiicld at tigher Single e,

g

City or town, stale, and 2IP cod

G Ay oo

4 1 your last narse differs from that shown on yaur sogial socurity card,

,_\]\! P m& - chack hare, You must call 600-772-1218 for a replucament card, B[]
§ ] Total number of allowancés you're clalming (fron the applicable workshest on the following pages} . . . |5 i a

i Additional amount, if any, [you want withheld from each paycheck . . . . .
7 lclaim exemption from withholding for 2018, and 1 certify that | mest both of the f
= Lest year | had a right to & refund of all faderal income tax withheld because | had no tax liability, and

» This year | expecta reﬁ.a}]d of all faderal incometax withheld bscause } expect to have no tax fjabijity.

If you meet both ccnditior{s. write “"Exempt” hera. . . . . "

ollowing ‘condit_ions for exernption.

€18

7

Under penalties of perjury, | declarelthat | have examined this certificate an

d, to the best of my knowledge and belief, it is true, correct, and complete,

o \OH 1G[1B

Employee’s signature -
{This form Is not valid inless you sign it) » ,
& Employer's name and address (‘Em'p']ogar.- Complate boxes 8 aid 10 if afs::nding t8 1RS znd complate

‘ ® First date of 10 Employer identifidation
boxss 8,8, and 10 if sendirg to State Directory of News Hires) employment number [EiN)
For Privacy Act and Paperwork Reduction Act Notice, sea page 4. Gat. No. 10220Q -Form W4 2018y -
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?ﬁégree to the following:

A‘Cf'@ bat %ﬁmmﬁmmm Sen Franeises, 04 54167

DIRECT DEPOSIT FORM

VourHosplalty St ProgerniE ik e e New Bancel
| | N
Today's D Ty = ) 2 .0- % Oneﬁmﬁnwg?
yeDats [} L] 1 0 o
Last Name
IMCTPT hle [(]s o ]
Firgt Name s i
D NINLES e []
Addxfess : — - Apartment #
Wl |Bl¢fo]olafe] To RRNE |
City. —— ' State 2ip Code
Mtlole [ § NENRE

Social Segurity Nuz_nber

Date of Birth

ISEINCENSEIRE ENEICH]

qlal=l

Fhis farm {and theek)

Bank Name w - le. i Savings O-ther
s nime %G [ L]
Rauting Number . Atcount Number ’
NEINNE REIRIE] FUSTo [T RICIETMEND; i
Fieass stbci s VODED chagk —

may be faxed to the SF Corporate Office ¢ 415-431-1580

By sslecting this check box, You haveiagreed to the following Statement: § miwherize my smployer, or Its service op peyrll pravider, and the specified bank to deposic

my net pay or portion thereof, as Indicated, into sy sceount sach

o its servics pr payrall provider, t6 djrecs the bank to retum sald funds o
- creditéd to my acount wntit 5:00

deposited comectly futo my ascount ea h pay date,

False acknowdedge it is my respons:!)ﬁity ta entex the comect

pay, dstos I¥ finds to which £ am Aot eatitled 22 deposited into my acootmt, Lewthordzs my ampltver,
fy employer, o its sewvics or Ppayvoll pravider, T undersiand that oy degosit may net be

[ on the pay date indicated onthe check voucher, T undarstand hen it is my responsibility to ensure thet Y wages tire baing

Bank Teansit Nomber and Acrount Number 8 1 where ] want my payroll funds deposited, Y

understand that 13 enter incoweet infolmation that i shay delay or.preventimy payroll finds being dipozited o my aéeounts, Lalso ackoowledge that any Bunk Transic
Trangtt

Number that besing with the sumber 5 i NOT @ valid Bank

updersimd that when Payrall recstves e funds hack throngh the

X neshe LfL’\ Coneesn Rutte  [doh

i Nuraber and WELYL, prevent iny peyroll funds from belng depasited into my acoount, |
banking systern it will e paid oni the nexk avail2ble pay date.

Print Nafne

-

' Employee Signature Datd
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Absenteeism & Tardiness Policy

All Acrobat Outsourcing employees are expected to be at their client site prepared to work at the scheduled time. Regardless of the
reason, absenteeism and tardiness are subject to disciplinary action. Employees must clock in and out at all client sites.

Absenteeism: is defined as failure to report for work without prior approval of the Acrobat Qutsourcing Staffing Supervisor.
Tardiness: is defined as arriving late for work or returning late from breaks/meals, or early departure from work. Walking off of an
assignment may lead to disciplinary action up to termination.

Policy

Calling Off/Absent: If you are not able to make it to your scheduled shifl, you are required to give us 24-hour notice for 2
cancellation!

Tiiness: If you are sick, you are required fo contact your Staffing Manager at Acrobat Qutsourcing no less than 3 hours
before your scheduled shift. '

NO CALL/NO SHOW: Grounds for automatic termination.

Clocking IN/OUT:You are required every time to clock in and out of your shift. If there is no timesheet present at the time of
clocking in/out, you must notify your steffing manager immediately.

Disciplinary Action

First Occurrence: Verbal Waming from Staffing Manager.
Second Occurrence: Employee will receive a written counseling form and placed on suspension. Any additional occurrences may
result in further disciplinary action up to and including termination.

ot 4 D) Al AJuo. =

‘Injury Reporting Acknowledgement

Acrobat Outsourcing is committed to providing and maintaining a safe work environment. All employees play an important role in
the safety and protection of other employees, clients, guests, and property. You must always set & good example to other employees
and client’s employees by following proper procedures. You must immediately report unsafe conditions as well as accidents. If your
hranch is located in Orlando, Atlanta or Auburn, all personnel injuries, regardless of severity, should be reported immadiately to 1-
800-252-5275 and give the nurse the Acrobat code: DS9800. I your branch is in apother Acrobat location the ‘injury must be
reported immediately to 1-800-252-5275 and give the nurse the Acrobat code: 981100. Additionally, you must notify your
supervisor or Acrobat representative. Furtherniore, the injury will be investigated and you will be asked details about how the injury

Acrobat Qutsourcing reserves the right to test any employee, subject fo state law and/or other contractual obligations, including but
not limited to preemployment (including newly hired, rehired or reinstated employees), job transfers, reasonable cause, accidents

with property damage or in this case, injuries requiring professional medical freatment. In compliance with all applicable laws,
separation of employment may result after: . P i

» @ positive test for any drug not prescribed by a physician
o 3 deliberately tampered with or adulterated sample;
o arefusal to take the test.

: hﬁps;fhvwwltabcrca'nab’ampDacs.aspx‘?iid=50959 14
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As. g another person to take the test, o. uking the test for another employee will result in Separation of Employment for all
empioyses involved in the incident.

Please note, providing false information, or omitting pertinent information regarding a work-related injury will lead to termination.
Any employee discovered to be making a fraudulent report will be reported to the Department of Insurance Regulation and
prosecuted to the full extent of the law.

1. the undetsigned employee, have read and understand employee injury reporting process. I understand that any work-related injury
oz illmess must be reported immediately to 1-800-252-5275 and the Acrobat supervisot.

X
i C’\@LQ"Q{*Q Gl
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Unlawful Harassment & Sexual Harassment Policy

Acrobat Outsourcing is committed to a work environment in which all individuals are treated with respect and dignity. Each

individual has the right to wotk in a professional atmosphere that promotes equal employment opportunities and prohibits volawiul
discriminatory practices, including harassment. Therefore, Acrobat Outsourcing expects that all relationships among persons in the
office will be business-like and free of bias, prejudice, and harassment. )

Acrobat Outsourcing has developed this policy to ensure that all its employees can work in an environment free from unlawful
‘harassment, discrimination, and refaliation. Acrobat Outsourcing will make every reasonable effort to ensure that all concemed are
familiar with these policies and are aware that any complaint in violation of such policies will be investigated and resolved
appropriately.

Any employee who has questions or concerns about these policies should talk with the Director of Human Resources or a member
of Acrobat Outsourcing management.

These policies should not, and may not, be used as a basis for excluding or separating individuals of a particular gender, or any other
protected characteristic, from participating in business or work-related social activities or discussions. In other words, no one should
‘make the mistake of engaging in discrimination or exclusion to avoid allegations of harassment. The law and the policies of Acrobat
Outsourcing prohibit disparate treatment on the basis of sex or any other protected characteristic, with regard fo terms, conditions,
privileges, and perquisites of employment. The prohibitions against harassment, discrimination, snd retaliation are intended to
complement and further those policies, not to form the basis of an exception to them.

Equal Employment Opportunity

It is the policy of Acrobat Outsourcing to ensure equal employment opportunity without discrimination or harassment on the hasis
of race, color, religion, sex, sexual orientation, gender identity or expression, age, disability, marital status, citizenship, national
origin, genetic information, or any other characteristic protected by law. Acrobat Qutsourcing prohibits any such diserimination or
harassment.

Retaliation

Actobat Qutsourcing encourages reporting of all perceived incidents of discrimination or harassment. It is the policy of Acrobat
Outsourcing to promptly and thoroughly investigate such reports. Acrobat Outsourcing prohibits retaliation against any individual
who reports diserimination or harassment or participates in an investigation of such reports.

Sexual Harassment

Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. For the purposes of this policy,
sexual harassment” is defined, as in the Equal Employment Opportunity Commission Guidslines, as unwelcome sexual advances,
requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example 4) submission to such conduct
s made either explicitly or implicitly a term or condition of an individual’s employment, b) submission to or rejection of sach
conduct by an individual is used as the basis for employment decisions affecting such individual, or ¢) such conduct has the purpose
or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working
environment.

httns:i!www.taborca.neﬁempbocs.aspx?iid=50959 2/4
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Title i of the Civil Rights Act of 4 recognizes two types of sexual harassment: a) quid pro quo and b) hostile work
envizonraent. Sexual harassment may include a range of subtle and not-so-subtle behaviors and may invelve individuals of the same
or different gender. Depending on the circamstances, these behaviors may include unwanted sexual_ advances or requests for sexual
favors; sexual jokes and innuendo; yerbal abuse of a sexual nature; commentary about an individual’s body, sexual prowess or
sexual deficiencies; leering, whistling or touching; insulting or obscene comments Or gestures; display in the workplace of sexually
suggestive objects or pictures; and other physical, verbal or visual conduct of sexual pature.

K

Harassment

Harassment on the basis of any other protected characterigtic is also strictly prohibited. Under this policy, harassment is verbal,
written or physical conduct that denigrates or shows hostility or aversion toward an individual because of his or her race, color,
religion, sex, sexual orientation, gender identity or expression, national origin, age, dhab%hty, marital status, citizenship, genetic
information, or any other characteristic protected by law, or that of his or her relatives, friends or associates, and that: a) has the
putpose or effect of creating an intimidating, hostile or offensive work environzent, b) has the purpose or effect of unreasonably
interfering with an individual's work performance, ot ¢) otherwise adversely affects an individual's employment opportunities.

Harassing conduct inchudes epithets, slurs or negative stereotyping; threateping, intimidating or hostile acts; denigrating jokes; and
yetittetr oF graphic material that denigrates or shows hostility or aversion toward an individual or group that is placed e walls or
elsewhere on the employer’s premises or cirenlated in the workplace, on company time or using company equipment by e-mail,
phone (including voice messages), text messages, sacial networking sites or other means,

Individnals and Conduct Covered

These policies apply to all applicants and employees, whether related to conduct engaged in by fellow employees or by someone not
directly connected to Acrobat Quigsourcing (e.g., an outside yendor, consultant or customer), '

Condugt prohibited by these policies is unacceptable inthe ﬁmrkpl;ace and in any work-related setting outside the workplace, such as
during business trips, business meetings, and business-related social events. :

Repovting sa Incident of Harassment, Discrimination ox Retaliation

Acrobat Outsourcing encourages reporting of all perceived incidents of discriination, harassment or retaligtion, rggardless of the
offender’s identity or position. Tudividuals who believe that they have been the victim of such ¢onduct should discuss their concerns
with their immediate supetvisor, any member of Acrobat Qutsouwrcing management, Human Resources or any ombudsman. Acrobat
Outsourcing also encourages erployees to report any activity to (866)326-4571, See the compleint procedure described below.

In addition, Acrobat Outsoufcing_ encourages individuals wha believe they are being subjected to such conduct to gerpﬂy"advise
the offender that his or her behavior is unwelcome and to'request that it be discontinued. Often this action alone will resolve the

problem. Acrobat Outsourcing recognizes, however, that an individual mey prefer to pursue the matter through ‘complaint
procedures. ' "

Individyals who believe they have been the victims of conﬁi:nx prohibited by this policy or believe they have witnessed such conduct
should discuss their conesrns with their irmediate supervisor, Human Resources, any member of Acrobat Quisourcing mansgement
or any ombudsman. Individuals may also report suspicious activity to (866) 325-4371. T

Acrobat Quisourcing encourages the prompt reporting of complaints or concerns so that rapid and constructive action can be taken
before relationships become jrreparably strained. Thersfore, while no fixed reporting period has been established, early reporting
and intervention have proven to be the most effective method of resolving actual or perceived incidents of hatassment,

Any reported allegations of harassment, discrimination or retaliation will be investigated prompily. Employess will be provided a
Harassment Reporting Form, The investigation may inciude individual interviews with the parties involved and, whers hecessary,

with individuals who may have observed the alleged conduct or may have other relevant knowledge. o

Acrobat Quisourcing will maintain confidentiality throughout the investigatory process to the extent consistent with adequate
inivestigation and appropriate corrective action. ' ‘

Retaligtion against an individual for reporting harassment.or diserimination or for participating in an investigation of 2 claim of
haragstent or discrimination is a serious violation of this policy and, Tike barassment or discrimination iteelf will be subject to

disciplinary action. Acts of retaliation should be feported iimediately and willbe promptly investigated and addressed.

Misconduct constituting harassment, discrimination or retgiiation will be dealt with appropriately. Responsive action may include,
for example, training, roferral to counseling or disciplinary action such a5 a wartning, reprimand, withholding of & promotion or pay
increase, reassignment, temporary suspension without pay, or termination, sy Acrobat Qutsourcing believes appropriate under the
circummstances. : : T
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1f ape..y to a complaint does not agree  aits resolution, that party may appeal to Steve Scher, Chief Executive Officer.

False and malicious complaints of harassment, dism‘iminaﬁon or retaliation (as opposed to complaints that, even if erroneous, are
made in good faith) may be the subject of an appropriate disciplinary action.

Acknowledgment

1 have read and understand all above policies

s 1 gus4

Confidentiality & Non-Disclosure Agreement

I, the undersigned employee, understand that in the course of my employment with Acrobat Quisourcing, I may have access to and
Kecome acquainted with informeation of a confidential, proprietary or secret nature which is or may be either applicable or related to
the present or future business of Acrobat Outsourcing, its research and development, or the business of ifs customers. Such trade
secret information includes, but is mot limited to, software, inventions, processes, compilations of information, records,
specifications and information concerning customers and/or vendors.

I agree that I will not disclose any of the above mentioned trade secrets, directly or indirectly, or use them in any way, either duting
the term of my employment or at any time thereafter, except as required in the course of my employment with Acrobat Outsourcing.
I understand that I am immune from eivil or criminal liability for disclosing trade secrets for the purpose of reporting or
investigating a suspected violation of law, or for disclosing trade secrets in a legal proceeding if the information is filed under seal..

I also understand that client lists of Acrobat Outsourcing, for which I have, or may have, access to during my employment, aretzade
secrets and shall be solely the property of Acrobat Outsourcing, T agree that I shall neither directly nor indirectly solicit business as
to products or services competitive with those of [Acrobat Outsourcing] based on information from the client lists,

Finally, I understand that T am an at-will employee of Acrobat Outsourcing and that this agreement is not to be construed as
constityting a promise of continued employment. ,
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