1O.Q0/ hy

Emp!ayment Appizcatmn T

Acrobat Qutsourch'xg Is.anh equal ppartunity employer deﬁm}:ed o nen-discrimination in.all employment prastices. Acrobat
Outsourcing selacts the best qualified individual for the jughamad on job-retated gualifications. regardless of race, age (40+),
ealar, mi}g}ﬂﬁ, gender; national ofigin, angesm maﬁ;iat status, sexuai udaniaiaon, dﬁabﬁm orany pﬁxarsfatus ;srutecied by
appm:ah!e aw. P _ i s g T ; ;

v

FuffName “’W*‘?"“ “N ‘\"\“?‘%‘W‘“‘f“ ., Dat: OS5~ 0~ zol9
Home Tefephons (). "f .. Other Telephone (8C2) 20C = »50 L e
Present Address 12| PhRy ?w«*: ADT, Px\ff: SRANGE NT, O 3050
Permanent Address, ff different from present address

Email Address Mm‘i"w fmamf:}aom @ \?imiﬂoo Ce;’!r\

Pasitmn applymg fori ... . ‘ - _ Sa!ary desr;ed
Are you cun‘snﬂy registered with any staf!ing andfnr empidaﬁnei;t agancaes" i 80, please list

Are you applying for: le—tfme work? Yesjé N@ Pariime }}vork‘? Yes.. No___

Terporary work, e.g., summer or holiday woi"k? Yes No,____ From: . To:

How did you find oui about.our open positiari? (Plzase chack gﬁ in proper name. nd' saume}

Referral ‘Ef"Namem' Referral LEROY BEACK, Newspaw 1 Job i‘-‘axr | Ageney [7] Gompany Website [
‘Othér Web Posting [Z]  Other Source E] S

Caui you work nvemmgﬁ necessary? . 'Y _____No_.f._,_, rfmrad on what date could you start working? Ang-Hime

- Plgase keep jn mind that schedules and sk:fts may vm;ya‘epeadmg on position and season. Additional the hours may vary from
weelk to week, depen#fgg on the mmaay Rpeds, P&:ﬁe Mon{;f the iimMays wu’m wa#abia to W% below. y W

T SPECEYHOURS | SUNBAY Mumm- Tt WeonesoaY || THORSBAY | FebAY T SAuena
" AVAILABLE - ‘ \/f? \/ el okt **—‘v;_--- =
DALY v v I VR BV A
Boyau hava ahy yacations or extehded leaves planned I the riext 12 montha? W o, plgase st gates;

Have you gver applied to’ v worked for Acmba- Outscurcing before? Yes No _3[ H yes, when?

Do you have friends or ra!anves working for As‘nbat Outsaurcing’? Yes .__No }[ i yes, please state name and felahonship_

if hired, wauid you have a reliable means of t?a'ispartaﬁon o and from work? _ Yeg;“__.{ No
If hi{ed Gan you prest=nt bvidence of your ie_cjal right to Iive and’ mork inthis ccunﬁy'? Yes' No ...
State age {f youare undgr 18 lfyou ﬂre under 18, hire fs suh;ectto veriﬁsa'tmn that yau ara of rnznamum legal age to work.

Are you zble to perfnm the essential ftmcﬂans Jtthe job fm wmch you are app!ymg? Yes \/ No___

if no, deseribe the functions that cannot be pprfarmed {Nmta We comply with the ADA ahd considsr a:easw?!&é@mmpdaﬁén
measures that may bs nécessary for eligible: hpziiaan!sfempfoyéas to parform essertial functions.) - Jic N




e

£

Pursuant to any awd all Fair Chance qrdmanses, we"gé;iu consider for einployment qualified applicants with arrest
- and cbnviction recards. i o ; plicants with a "es

W W e SR T EaE R e S o o foNro T e

NAME OF SCHOOL c:mf& STATE ! | CRADEORDEGREE DB YGU"GRADUATE? i
| e , L COMBLETED . . '
EAST DRANGE Crnpds RIGH | zag '“r ormwee Nf -HGH soHoOL ' ye s o

Do you have any special lisenses, czerhﬁcatea ar specm[ tfamfng” ¥

30 gease list under’ “S&ee:al" YES.

Are you compiiter Nerate? 1 50, st SQﬁwara knowledge iknder NGO
“Speclai. - -
Afé U profigient wiih Foint of Sales Systems? i, 50 prease hst YES @;‘

1 which pnes under "Special.” . o

' flo you have any olher espearlence, kraining, quahﬁcaﬁons orspeecial YES a)

Bubsaurcing‘? Hso, pIsase IISLunder "Sﬁ:ec;al."

slilis, which you feel maka you especially suﬁed for w;:rk at Acmhat

Spedial: -

List helow all present and past emp!oymerstatafhng wtth your mast rec:ﬂnt employar {l=gt 10 yagts s suﬁ&c!ent}. Accaunt for unamp!oymant penods wf three

months ar more,
Are you currently :.mplqyed? Yes . NoV._ - If.sq, ay we xcpmacfynaz' current employer?. Yes No

Name and Address of E__‘mpiqyer / A _
Type of Business ‘ “‘Falephnne.Nc (1 } l | Supél{fyisxjr’swéiﬁe
YnurPosihenandDubea . . — i - - _ ] : T ’
Dates of Employment: vFJ:-.jcim . Tof . ; f
Reason forLeaving: ___ ' o . : e
Hams_anﬁ.add;'g_ess of Employer __ _ . |
Typeof Business ___ I ETEIQPhGr.'ta No. (L ). | i SUperViSorsName .
Your Posttlon and Dutnes i . - e :
Dates of Employment: From _ Tq
Reason for Leawng o e E .
. Narize and Address c:fEmplgyer : l . .
Type of Business . éTBIephbne,Nb. { Yoo . Supervisors Name
Your Positian and Dutips; : N . . . . 7 o

NS MR




Dates of Employment: From_ To N ‘
Reason for Leaving; . :
_Name; and Addvess of Empioysr | -
© Typs of Business_____ ‘ _ ;;reiephone No. ( } - Supemwisor's Name,

Your Positlor and Dufies

Prates of Employment. From _Ta

Reasonfori_eaving" . . L —

Have you ever been ﬁred from any pra\ncus place of amployment‘? I sa, p!easa explain; M / A

iave yolt ebialned any speclar skills or absrtias as tha resmi of Serv:ce i the m!!itary? Yes__.  Nod
i3, ﬁescnbe, - b ; . e

5
L E.
R
L

-.-\--ww.p ENEEET Ser)

Llst below three perasns not related to yuu who have kn mgadge of your werk pm'fennanse within, the last thraayears.

Name: _. i — _- Telephone No.” (____)
Address i :
- Queupation: . Relationship: __: . Number of Years Acquainted: _____
Name: : ‘ N . Teleghons No. L
Address ' | ’ | |
Oceupation: — Re{za'ﬁén;shfp;_' . Nummbier of Years Acquainted:
Name: _ o K. Telephone No. {___ )
Address : o _
Qectipation: N ) s Retaﬁﬁhépip:- i Number of Years Acquainted:



' e DUFRDI
Your Bospiilhy Stattng Pries

Please Read Garefully Initial Each Patagraph ang Sign Below

T. | hereby cerlify that | have Hat _kncmr{ng;iy Wﬁhhe}d any Information that‘ might advetsely affeot my phéncgs ;

employment and that the answers given:by me are frue ang correct to the bast, of my kn awledge. | furiher cors
that I, the unidersigned applicant, have personally compieted this application. I understand that any emission ¢
misstaternent of material facts on inis.apfiication or an any document iised fo sectire employment shall be groung
ocenary o tis applioaion or for mhediaie cischaras If | sm employac, receoe Py time elapsed befor
iscoveary. ) Lo ek

matters related to my suitabifty for empldyimet} and, Turnar, authorize the references | have idted to disclose to 1t
of s gy and ailltters, raports and piersinformation Falated t my work foaan, withaut giving me prior notiéy

of such disclosure. . In additian, | herdby rdlease the company, my former employers and & other persons

i et o GrShis 21 assaglatians from any and &l dglms; demands or liabilitles arising out of o in am

way refated fa such Investigation or distlgsure; . - : ol
——.. | hereby authorize Acrobat Dutsourcing and its. authorized representatives to_solicit information regarding m,

* backaround, which may include hut not Be limjtéd ta, information ahout my employment, edupation, andior crivaing

histdry, which may be in the Fioe of any federal, state,.or local criminat justice and faw erfofcement agency ang
general public reords higtory! . ; : VIS Agency an

T o .
L I Un_demtiin@;hat if sefected far hire, it will be pecessary for me fo provide satisfactory evidence of my identity and
 legal authionly to'work in the United Staitgs, dngt that federal itmigration laws requirering fo complete n 18 fom 1y

M T this regard within three days of my hire dits, = SRS
Acrabat Quisourzing Js an atwll employer. '} tinderstand that nothing contained In the. application, or conveyed
during any interview, which may be aranted oriduring my emgfment ¥ hired, Js intentled 6 craate an smployriont
confract hetwesh me ahd the company. i addition, 1 undérstand and agres that I [ & smployed; riy’ eriplyhent
Is for no definite or Heterminable petiodiand Fogy be terminated at any time, with or withowt prior niotics, with or
without sause, -at the option of sither MYSelf ar the company, and that no prormises or Tepresentations cotrary.fo
the foreguing are binding on the company unigss made in witing gnd Slgned by me and #he company's dasignated

repragenifative, ! i F ( V'S Lesignate

. _ o

F hereby acknowisdge that | havs: redd.antl understand the above staternants,

-
T

Applicant's Signature _| Znewbetonn : Pate 0610 2oty

har 4,

Lo,
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 Errviive LA using ttils calodléfor i you have 2 mors PR ——

Fﬂfm w &; {218§£ . uom};j]_jmted.iag‘sﬂggtm_ stich 85 you Sﬁﬁﬂl‘flt} }ﬂstmpﬁﬁ .

Future &éﬁélabﬁéﬁiﬁﬁéﬁﬁa‘ﬁl%ét . ¢ havegiworking sbouse, miors than ons b, Fersonal Allowances Worksheel
Information abput any futive developments or alajge amotint of nonwage incorns Completa this worksheet o page 3 first
related to Forin W-4, sugh as legislation outsidsiof yotirfob. Afieryour Forin -4 detenming the number ot witthlding
enacted after it was published, go to takes ¢ffact, you can alsg useihly . allowances 1o claim, _
wiww.frs.goviFormivd, . salculdtorto sde How the amount of tax . Hne T, Head of hougehaly ploasge nite
PUpase. Complete Form W-4so thatyour ~ You're having Vithheld comparss to your Generally, you ean clalm head of

[ projested total tax for 2618, 1 ¥ou use the househdld filing status an Yot tay return

amployercan withhold the sottect fadaral
incame tax from your pay. Consider
sompleting a new Form W-4 each year ard

when your personal or financial situation

oalculdlty, youdon' need tg camplete any only if yat're Unmarried and pay maye th;

6t the warkshepts for Fom Wed, . - B0% ofthe costs of keeping tip 2 home f
Notethat if you have ton much tax yoursel? and a qualifying indlvidus), Ses

withheld, you-will recelve a refind when you Pub. 561 for mare information about filing

changes. -
Exemg:ﬂcn from withholding, You may . ﬁl"e: youli tax return, If ¥au have oo Jittle tax stedus, .

dlalm exemption from withhdlding for 2018 withheld, you will owe ax wheh you fle your L ine E, Child fax eredit. When you fie-

if both of thefolloiwing apply. o Wgﬁr_i, and you might ows & penalty. - Your tax ratim, you might be eliglbje to

- For 2017 youhad a right to a refund of all ~ Filers With smiltipte jobs or wrking S & credit for each &f your qualying
fedaral income tax withReld because you Spouses. If you have mofe than one Joat  children, Toqualify, the ehild must be
hadnotax lablity, and - & time, or if you're manied and your underags 7 ds of Decembar 34 and mug
» For 2018 you expact & refund of sl Spouserls.also working, read all of the be your dependent wha fives with your for
federal incime tax withheld becayse you Instructions inéhuding the instrustions for mate than half the year. 76 leaim mare
expectta have no tax igbllity, : Twa-Earmers/Multiple Jobs Worksheet #hout this eredit, $9o Pub. 972, Ghild Fax
If yid'ra exemgit, completeronly fines 1, 2 betore beginniqg, v b Wikl rom

: ; ks LT ' e 1, =, : it y aveE Your pay by-taking ihls credit info aceay ]
3, 4, and 7 and sign.the form to validateit. 2‘,,,“';;"“_‘%%‘; ﬁﬁgéﬁzﬁf‘fﬁﬁf follow the Ipstrqgi%ana online E ¢f the "
Yourexemption far 018 expires February Interest or diyidlends, consider making workshaet. On the wotkshast yauwil be
15, 201a. SEE £ub, BUS‘ITSX Wfthholdmg Bsﬁmaféd tﬂi éayme,nfs usj‘ng FDITH 10404 ﬂsked abcu‘t Wm”ﬂﬂﬂme. "Fn?thl-s
and Estimated Tex, 1o ldam more about ES, Esfimated Tax forindividuals, Pupase, total income ihehudss all of your
whether You qualify for sxemption from Otr;efu’@s &, you. tright owe additianal tax, wages.and other Income, Including income
withholding. or, yc;n;’i;-pan use the ﬂgdgaﬁqaé,' ' - earmned by a Spouse; dining the year, _

General Instructions Adiuistinents, snd Other Income Workshegt 'ﬁﬂ E Gf%f‘*ffﬂﬂ’!her dependents,
- : : on peds 3 or the calculator 4t www. s, gov/ 180 YOUTiS Your faX retiirn, ol might be

hkes rlotons oo o irber WOl a8 stoughtax  eligbista ol a credt foreacivof yaur
of withholding allowarncis you should claim withhilg! froni your payeheck, i you fiaye depindents that dan’t qualiry for'the child
for withttolding for 2078 and any additional penslon.or anstity income, ses Pub, 505 pp tax credit, such as gny dependerit chiidran
1 ng fa + 8 ar use-the calculitor at wwy s, goviVdAnp age 17 and piden To {eafn more about this

amount of tax to have withhald, For regular g 5 i ! Piaiatiop: .
s ‘ 1o finc ouk i you shoutd adjust your credit, see Pdb, 305. "que,dgqe—ﬁietmg
s, whiiholding milst be basad on withhelding on Form W-4 r W-gp. withheld from your pay by taking this credit

allowances you elaimed and may not be & e k i nnk g
— allen. f you'se a nopresident Into account, follow i) instrisstions on fing
N nresident 4 you onpesider F of the warkshest. On the worksheet, you

flat amaunt or pattentags of wages. L 4
' 58 o8 1382, Supplemsantat F of Ty 1 ; rkshy
Wop e 1902, Supp Form will be asked abaut your totdl ineome. Eor -

“You canalso use the galoulator af 3 : o
wivwlios. gov/WatApp to determine your W4 ’Mms for Nonresident Atiens, this purpase, tdtdl Inediie Ingludes al of
tax withholding myots ageurately. Consider AN s

Separate here and give Form M fo your smploger. Keop the worksheel{s} far your records, -

before Gomplating this form.

o W= - Employee’s Withholding Allowance Certifieate oW, 15 s
d it = 1 N " . - Ty, . L 3t P N ‘ 3 v }
| et | 2048
T Voprfirat nams and middie it T Teagtname R e S0 SOTiaT sACUty rimbar
MARK. @ . _TINEnBHCAN - r TBO . 50-70¢Cy
Homg address.{iumbsr and street or rural route) T "8 [dengs” Elhares - [ Martied, bt witnhold at highet Singls rate.
Y21 prrik AVE- AOY. Al i 2| Note i maried fing seperately, chieck “Mared, bt winbold atidher Singla rata.>
Gity or towm, state, and ZIF coda : : T 4}fyaqriastuamq rsfrqmthafshownpnynnrmcmsacaﬁzym,
e OWeE  NT, 03050 f sheclchern. Yois it ol §00:7 721413 tor s eaplaseirirt oipd, > [

o

S _J Tolal number of allowances yeu're climing ffronithe applicable workehet on the follewlig pages)
6 Addtionat amount, if aiy, you want withheld frony etich haycheck N
7 I eleim exerption from withholding for 2(18, and] certify that | meet both of the follawing conditions for exemption:
® Lestyear | hay a right to a refund of all faderal lncomme tax withheld bicause | had no tax iability, and
» This year | expect a tefund of alf federd ineoméitax withheld benauss | expectio hava no tax ffabilty. .

If you meet bathi conditiors, write © empt”herg, . 5 . . . e Wit

Under peralties of perjury, | dealara that 1 have éxamined this certificats and, to e bést of my }c}‘iba}}éa_de aid bellef, & Is s, porrect, and somplate,
Jw Employes's slanatyre - - . D : .
“}&(W‘sjfénh jsnotvalidunless you signit)»  Enemdboocew, , s Dater C5 o/ aniq
; 10 Employer ideniffioat]
R totion

8 Employer’s hatwe znd address (ﬁnp{nggggon&ngﬁz{;goﬁrgé afid 10 # anding 10 1R ard P P ggg ;g;,{,? : ?}i :

boxes 8, Band 10 # 5énding to State

e ST

"

For Privaty Act and Baperwark Redusiion Aot Mol 508 pag




f “+ i N
- N . -. N ‘. : . - . '. . - “" ‘i- . . .',
MARS TINAMBACHN - o nembecan 3 J107 220
. i ey i .’ b e e - R '
Privt N3end . Signeture : . EE
Ree7d “
N b Vo - ' " 4 - v,




5/16/2019 E-Verify Case Processing: V" /Print Details

Case Verification Number: 2019136151404CD

Report prepared: 05/16/2019
Company Information
Company ID: 139349 Company Name: Acrobat Outsourcing

Client Company ID: 139349 Client Company Name: Acrobat Outsourcing

Employee Information

Name: Mark Tinambacan Date of Birth: 11/26/1998
U.S. Social Security Number: ***-*+.8063 Employee's First Day of Employment; 05/16/2019
Citizenship Status: Lawful Permanent Resident Alien/USCIS Number: A207755956

Document Information

List A Document: Permanent Resident Card or Alien Registration Receipt Card (Form I-551)
Document Number: ysc1837009034

Case Information

Current Case Result: Closed Case Submitted By: Debbie McKee
Case Status: Employment Authorized Reason for Closure: Employment Authorized Auto
Close

https:/feverify.uscis.gov/c/cases/2019136151404CD/view

7
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' ' MavK T
Absenteeism & Tardiness Policy .

1

ATl Acrobat Qutsourcing 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 diseiplinaty action, Employees must clock in and out at ali client sites.

&bsenteeism: is defined ag failuf‘e to report for work withbut prior approval of the Acrobat Qutsourcing Staffing Supmisor.
‘tardiness; is defincd as arriving! late for work or retuming late from hreaks/meals, or early departure from work. Walking off of an
dssignment may lead to disciplinary action up to termination.

| Poliey

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

cancellation! .

Tiiness: If you are sick, you ave required to contact your Staffing Manager at Acrobat Ouisourcing no less than 3 bours

before your scheduled shift. ' - :
' NO CALL/NO SHOW: Grounds for automatic termination.

Clocking INJOUT: 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 staffing manager immediately.

Disciplinary Action

‘.Fi_rz_it Occurrence: Verbal Wam:ing 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 terinination,

Signature: . |
C Fggemtbaan o

I
|
; K

Inj ury Reporti E g Acknowledgement

Acrobat Qutsourcing is coramitted to providing and maintaining & safe work environment. All employees play an impoxtant role 1in,
the safety and protection of om?r employees, clients, guests, and property, You must always set 2 good example to other employees
and client’s employees by following proper provedures, You must immediately report unsafe conditions as well as accidents. If your
branch is located in Ortando, Alanta or Auburn, all personnel injuries, regardless of severity, should be reported immediately to I-
800-252:5275 and give the nurse the Acrobat code: DS9800. If your branch is in another Acrobat location the injury must be
reported immediately o 1-800-252-5275 and give the nurse the Actobat code: 981100, Additionally, you must notify your
supervisor or Acrobat re:pmsentza.tiVe. Furthermore, the injury will be investigated and you will be asked details about how the injui¥y
aeenrred. ‘

‘ not limited to preemployment (incliding newly hired, rehired or reinstated employses), job trausfers, reasonable cause, accidents
with property damage or in th%s case, injuries requiring professional metlical treatment. In compliance with all applicable laws,
separation of employment may result after: S ‘ S

. i '
" Acrobat Outsourcing reserves the right to test any employee, subject to state law and/or other contractual obligations, including bat

» g positive test for any drug not prescribed by n_phyﬁcian
e adeliberately tampered with or adulterated sample;
o arefisal to take the test.

hitps:fwwiw.taborca.netfempocs.aspx2iid=50959 14
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Asking another person fo take the éest, or taking the test for another employee will result in Separation of Employment for all

employees involved in the inciden’?.

Please note, providing false information, or omitting pcrtin:ént 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 1o the full extent of the law. ‘

1, the undersigned employee, have read and understand employee injury reporting process, [ understand that any work-related injury
or illness must be reported immediately to 1-800-252-5275 and the Acrobat supgrvisor.
i

Signature:

'%Mw)t'}c-;,(m,’? i

o

:
E
f
r
|

Unlawful Haams;smem & Sexual Harassment Policy

Acrobat Outsourcing is c.oxmnitied to a work environment in which all individuals are treated with respect and dignity. Bach
individual has the Tight to work in a professional atmosphere that promotes equal employment opportunities and prohibits nnlawful
Uiscriminatory practices, including harassment. Therefore, Acrobat Outsourcing expects that all relationships among persons in the
office will be business-like and flree of bias, prejudice, and harassment.

Agrobat Outsourcing has deve1t§ped this policy to ensure: that all its employees can work in an environment free from unlawful
hatassment, discrimination, and retaliation, Acrobat Outsonrcing will make every reasonable effort to ensure that alf soncerned are
farniliar with these policies and are aware that any complaint in violation of such policics will be investigated aud resolved
appropriately. i '

Any employee who has questions or concerns about hese 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 socia! activities or discussions. In other words, o one should
make the mistake of engaging in discrimination or exclusion to avoid allegations of harassment. The Jaw and the policies of Acrobat
Outsourcing prohibit digparate treatment on the basis of sex ar any other protected characteristic, with regard to terms, conditions,
privileges, and perquisites of émpluyment. The prohibitions against harassment, discrimination, and retaliation are infended to
complement and further those p;)licies, notto form the basis of an exception fo them. ' ’

|
Egual Employment Opportunity
’ b

It is the policy of Acrobat Outsourcing to ensure equal exaployment opportunity without diserimination or harassmens on the basis
of race, colox, religion, sex, sexual orientation, gender identity or expression, age, disability, marital status, citizenship, national
origin, genetic information, or any ofber characteristic protected by law. Acrobat Quisourcing prohibits any such discrimination or
- harassment. | o
. E
Retaliation |

Acrobat Quisourcing enc_ourages reporting of all perceived iﬁcidﬁx;w of discrimination or harassment. It is the policy of Acrobat
Outsouteing to promptly and thoroughly investigate suchi reports. Acrobat Outsgurcing prohibits retelintion against any individaal
who reports discrimination or harassment or participates in an investigation of such reports.

Sexnal Harassment j
Sexual harassment constimtes? discrimination and is illegal under federal, state and local laws. For the purposes of this policy,
“gexual harassment” is deﬁneér, as in the Bqual Employment Opportunity Commission Guidelines, as unwelcome sexual advarces,
requests for sexual favors and other verbal or physical conduet of a sexusl natire whien, for example 2) subtnission fo such conduct
is made either explicitly or implicitly a term or condition of an individual’s employment, b) submission to or rejection of such
conduct by an individual is used as the basis for employnient decisions affecting such individual, or ¢) such condust has the purpose
oreffect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working
environment. } ;

|

hﬁdszllmrw.taborca.neb’empDccs.as;;x?iid=50959 ' 2/4
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Title VI of the Civil Rights Apt of 1964 recognizes two types of sexual harassment: a) quid pro quo and b) hostile work
environment. Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve individuals of the same
or different gender. Depending on the circnmstances, these ‘behaviors may include unwanted sexual advances or requests for sexual
favors; sexual jokes and innuendo; verbal 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 conduet of a sexual natore.

Harassment

Yiarassment on the basig of any other protected characteristic is also strictly prohibited. Under this policy, harassment is verbal,
written or physical conduct that denigrates or shows hostility or aversion toward an indivit_iual because of his or her tace, color,
religion, sex, sexual orientation, gender identity or expression, national origin, age, disability, marital status, citizenship, genetic
information, or any other characteristic protected by law, or that of his or her relatives, friends or associates, and thai: a) has the
phrpose or effect of creating an intimidating, hostile ot offensive work environment, b) bas the purpose or effect of unrga,sombly
interfering with au individual’s wc;n'k performance, or ¢) otherwise adversely affects an individual’s emiployment opportunities.

Harassing conduct includes epithéts, sturs or negative stereotyping; thregtening, intimidating or hostile acts; denigrating jokes; and
written or graphic material that denigrates or shows hostility or aversion toward an individual or group that is placed on walls or
elsewhere on the employer’s pref ises or circulated in the workplage, on company time or using company equipment by e-mail,
phone {including voice messages), text messages, social networking sites or other means.

Individuals and Conduct Ceovered

These policies apply to all applicants and employees, whether related to conduct engaged in by fellow employees or by someone not
directly connectéd to Acrobat Qutsourcing {e.g., an outside vendor; consultant or customer).

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as
during business trips, business meetings, and business-related social events. ' '

Reporting an Incident of Harassment, Discrimination ov Retaliation

Acrobat Owtsourcing encourages reporting of all perceived incidents of discrimination, harassment or retaliation, regardless of the
Sffender’s identity or position, Individuals who believe that;they have been the victim of such conduct should discnss their concerns
with their immediate supervisor, any member of Acrobat Quisourcing management, Fhrman Resources or any ombidsman, Acrobat
Qutsoureing alsp encourages empfgoyees to report any activity to (866)326-4571. See the complaint procedure deseribed below. - .
In addition, Acrobat Ouisourcing lencourages individuals who believe they are being subjected to such conduct to prompily advise
tiée offender that his or her bchav;imr iy unweleome and to request that it be discontinued. Often this 4ction 'alope will resolve the
problem, Acrobat Outsourcing recognizes, however, that an individual may prefer to pursue the matfer. through complaint
procedures. | ' L |
i .

Individnals who believe they have been the victims of conduct prohibited hy this policy or believe they have witnessed such conduct
should disenss their concerns with their immediate supervisor, Human Resoirces, any member of Acrobat Qutsoureing mansgement
or any ombudsman, Individuals may also report suspicious activity to (866) 326-4371. S S '

Acrobat Qutsourcing encourages the prompt reporting of -c_ém;pl;aint_s or -concerns. so that rapid and constructive action.can be taken

before relationships become imeparably strained. Thereforg, while no fixed reporting period has been established, sarly reporting
and intervention have proven to be the most effective methad of resolving actual or perceived incidents of harassment,

Any reported allegations of hamss!smem, discrimination or iemﬁaﬁgn will be investigated promptly. Employees will be provided a
Herassment Reporting Form, The/investigation may include individual interviews with the parties involved and, where neesssary,
with individuals who may have observed the alleged conduct or may bive other relevant knowledge. - e

i :
Acrobat Quisourcing will maintain confidentiality throughout the investigatory process to the extent consistent with adequate
investigation and appropriate ccirrcict,iw action. ; o '
Retaliation against an individual for reparting harassment or discrimination or for participating in an investigation of & claim of
haragsment or discrimination is ajserious viclation of this policy. and, Tike harassment or discrimination jtself will be sibject to
disciplinary action. Acts of mtaliatfon showuld be reported ifimediately and will be promptly investigated and addressed.
Misconduct constituting 4harassm'exilt, discrimination or retélia‘ticm will be dealt with appropriately. Responsive action. may inglude,
fai example, training, roferral to counscling or disciplinary ‘action such as 2 waming, reprifand, withholding of a promotion or pay
increase, reassignment, Tamparary%sﬂ'spens_ibn without pay, or termination, as Acrobat Outsourcing believes appropriate under the
circumstances. | ‘ o ’
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12 party to a complaint does not Eagree with its resolution, that party may appeal to Steve Scher, Chief Executive Officer.

False and malicious complaints cE)f haragsment, discriminaﬁon or retaliation (as opposed to complaints that, even if erroneous, arg
made in good faith) may be the subject of an appropriate digciplinar‘y action.

Acknowledgment

I have read and understand all above policies

i
!

Signature PN
«?ﬁ‘_«,@ v e gioe?

Confidentiality & Non-Disclosure Agreeme

L the undersigned employee, understand that in the course of my employment with Acrobat Outsourcing, I may have access to and
tecome acquainted with information of & confidential; proprietary or secret nature which is or may be ¢ither applicable or related to
the present or fitture business of Acrpbat Outsoiucing, its research and development, or the business of its custorpers. Such trade
secret information includes, but is not limited to, software, inventions, processes, compilafions of information, records,
specifications and information concerning customers and/or vendors.

Yagree that I will not disclose any of the above mentioned;trade secrets, directly or indirectly, or use them in any way, ¢ither during
the term of my employment or atiany time thereafler, except as required in the course of my employment with Acrobet Qutsonreing,

I'understand that I am immune from eivil or criminal lisbility. for discloging trade secrets for the purpose of reporting or
investigating a suspected violation of law, or for disclosing'trade secrets in a legal procesding if the inforraation s filed under seal..

I also understend that client lists ré-)f Acrobat Outsourcing, for which I have, or may have, access to during my emplayment, are trade
secrets and shall be solely the p perty of Acrobat Cutsoureing. T agree that I shall neither directly nor indirectly solicit business as
to products or services competitive with those of [Acrobat Outsourciug] based en information from the cliept lists.

Finally, I understand that I am %m at-will employee of Acrobat Outsourcing and that this agreement is nat to be construed as
constituting a promise of continmi:d employment. '

Signature: onzimdeg g

|
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