. Ayaka Guido

23 Orchard St

NY, NY 10002
845-706-0099
Ayakaguido@yahoo.com

Work Experience

Public Hotels — Excutive Sous Chef

August 2017/ Present
4 [ gained invaluable knowledge being apart of a Jean George Team.
® My responsibilities included management and training of all kitchen employees
overseeing in house production, butchering, and collaborative menu development

¥

Little Park — Sous Chef

October 2014/ July 2017
4 | gained invaluable knowledge opening Little Park with Chef Min Kong.
@My responsibilities included management and training of all kitchen employees,
overseeing in house production, butchering, and collaborative menu development

Musket Room- Line Cook

December 2013 / May 2014
® Utilized multitasking skills in a busy restaurant to achieve success in the kitchen with
Chef Matt LLambert.

Gywnnett St. — Line cook

November 2012 / December 2013
@ Through Chef Justin Hilbert’s guidance we took traditional flavors and fine-tuned
using non-traditional methods.

Aldea- Line Cook

April 2012 / November 2012
# Working under George Mendes I was exposed to Portuguese ingredients and cuisine

Mas Farmhouse — Line cook/Pastry

November 2011/ April 2012
# Galen Zamarra introduced me to farm driven cuisine.
@ Cultivated an understanding for the brigade system techniques in different stations



-Ayaka Guido

- 23 Orchard St

NY, NY 10002
845-706-0099
Ayakaguido@yahoo.com

Education

Culinary Institute of America
Associates in Culinary Art-2011

Ulster Boces vocational school
Culinary arts diploma -2008
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Acrobat

QUISOUrTIng
Yeur Hospitality Statfing Professionats

Employment Application

Acrobat Outsourcing is an equal opportunity em iscrimi i

SHADY ployer dedicated to non-discrimination in all employment practices. Acrobat
S;?:L::“:“‘,Q W"’-“:‘: the best qualified individual for the job based on job-related qualifications regardless of race, age (40+),
app!iézabt‘egllzgj gender, national origin, ancestry, marital status, sexual orientation, disability or any other status protected by

By = e

Full Name ‘A&?\L:\-‘%i\ C:\.z\&cs Date: b ?,@
Yo d e 7 - p

Heme Telephcae~){ SRR P Weeid Other Telephone { )

Present Address TL Ordwad S D o oo L

Zgrmanent Address, if different from present address.
L i e , 230!
Email Address WA e e {Z*?:‘U\ {‘,\nmz‘t@rw’\

Position applying for: Y‘: Oy {; WOV Salary desired: i”’j 0 / !»z i
Ara you currently registered with any staffing andier employment agendies? If so, please list j«A %‘\
{"@é‘f"“ eveplr )

Are you applying for: Eulltime work? Yes_ No_ Padt-time work? Yes ¥ No_...

Temporary work, €.9., summer or holiday work? Yes__ No_,. From To:
How did you find out about our open positicn? {Please check fill in proper name of source)
 Referral 7] Name of Referral Q‘\miﬂb W L Newspaper [-] Job Fair 3 Agency [} Company website ]
Other Web Posting [.1  Other Source [
Could you work overtime, if necessary? Yes;Z_Naw if hired, on what date could

you startworking? Lexd .Y

Please keep in mind that schedules and shifts may vary depending on position and season. Additionally, the hours may vary from

week to week, depending on the company needs. Please list only the times/days you're avallable to work below.

2 | SPECIFLHOURS EoAY | Mo TUEDAY | WESNEOY THURSDAY | DAY SXTURDAY
3-, i By | AR ! A LY

B Aaw | | |

. M| G- Voo dq ' t

g | Doyou have any vacations or extonded leaves planned In the next 12 months? If 50, please list dates:

i i

Haye you ever applied 10 of worked for Acrobat Outsourcing before?  Yes__ Nos  lfyes when?

Do you have iriends or relatives working for Acrobat Qutsourcing? Yes s No__ If yes, please state name and relationship

a\pie A& otk
it hired, would you heve a reliable means of transportation to and from work? ves_~ No__

{# hired, can you present evicence of your legal rignt 1o live and work in this country? Yes _{i_ No__..

State age if you are under 18 . if you are under 18, hire is subject1o verification that you are of minimum legal age o work.

Are you atle 1o periorm tha essential sunedens of the job for which you are applying? Yes w.'f_ No

‘hat cannot be performead. {Note: We comply with the ADA and considar reasonasle accommodation

if o, describe the functions
for eligible applicants/femployses 10 perform essential functions.)

measures that may be necessary




Acrobat

outsourcing
Your Haspitality Statffing professionals

|

pursuant to any and all £air Chance Ordinances, we will consider for smployment qualified applicants with arrest

3,

—
RSN

¢ and conviction records,
-
é
.ag
| [NAWE OF SCHOOL [CITY & STATE TGRADE OR DEGREE 515 YOU GRADUATE?
; s | COMPLETED i
| 1o Liact ok IS ASCaield ME S .
Ty L o
?}c you have any special icanses, certificates o7 special vaning? it | § i
so pleasa list under "Special’; ; £3 | O et
Are you computer iterate? 150, Tiel softwars knowtedge undar YES % NG
{ “Special.” .
Dre vou praficient with Point of Sales Systema? i, so plaase list YES G
w!:hich ones under “Special.” L -—i
Bo you have any athar experienca, e, aualfications or spacial YES NO
skils, which you Teel make you sspecially suited for work at Acrobat ’
Outsoursing? I so, plonse list under ‘Special,”
i Speclal:

L ]

List palow all prosent and past gmployment starting with your most recent amployer (last 10 years 1 sulficientl, Ascount for unamployment periods of three

monihs or more p
Are you currently smployed? Yes, No_._.. if so, may we contact your current employer? Yeswl, No_..

Name and Address of Employer _:i} Dot e \5‘\\\%\" 7 \1/7 C—f\(‘é‘*«‘k&"\* S 87

y iz e -
Type of Business Pdel Londuoer ¥ Telephone No. (%035 g 1 ek Supe.-visor'g Name,__ (<D L ‘?%WM_
Position and Dulies 6 P C_}w?? Ay ?'\(,»h\‘_w‘} Cs\\ Y ‘\W) =5y s Onl

“-.’mg\
ol -

Dates of Employmant: From & %“ ar Pore L0 i
A
Reason for Leaving: ____(_ PRV AN :
PRITERCTaN QS W ;‘gﬂ"@f .
i

Type of Business j:’x Gl Telephone No. { } Supervisor's Name
et eertsy Oue)d YA 506l 1

(NG 3 A ey {4, i o

x 7 A

. Name and Address of Employer

F o
Your Bosition and Duties Sy O
R

' -
Dates of Employment: eromCt 12 To Pogar 29 &

Reason for Leaving: Olowt -

My Booe -

Name and Address of Employer

Typa of Business __‘g‘iffﬁ'\«"w‘ * Telephone No. {.— ) Mm—“%??é isor's Name
. ; 5y =L [~
vour Position and Duties Lone Q,Ow‘;\ gmsbory  Thosa v‘/\; ¥ Vi

T



Acrobat

putsourcin
Your Hospitatity Staffing Professiona

To

i

Name and Address of Employer

Telaphone No. { H Supervisor's Name

Type of BUBIHSEN . oo dmn

' dates of Employment: From
i resson for Leaving:

]

o

]

i

Your Position and Dutles

To

Dates of Employment: From
Loy

raason for Leaving:
of empioymant? if so, pleast axplain: —

Have you ever been fired from any previeus place

Have you obtained any special siilis or abiities as the result of sarvice in the military?

if 30, doscribel

you who have knowledge of your work performance within the last three years.
TelephoneNo. (Ll(@.) Fida

List below three persons n

ot related to
£

Nama; (et AL

Address

Cecupation: _Q}k?\{:::' 3 Relationship: wﬁfa"w%f}\ Number of Yaars Acquainted: _‘i*_\}g;&
Name: ’fl \ 2y S '%??M ~Led Telephons No. ﬂé‘o ) (@Q“’*’“f 4672,
Address M}g it f,,i/\v"i Q- Aff b g

Occupation: Fhn \?&’" Sl Relationship: Front. Number of Years Acquainted: ";
iName: oM WMo Telephane No. (1) 3SF Pl
Address . -
Qecupation: g‘?’:{“‘"‘{‘ \f’\i.f(: Relationship: . & Number of Years Acquainted: L




Acrobat

outsourdin
Your Hospitality Statfing Professiona

Please Read Carefully, Initial Each Paragraph and Sign Below

| heieb.y ::e;rn{y that § have not knowingly withheld any information that might adversely affact my chances for
em_’a;eymant and %hat the answers given by ma ars true and correct to the best of my krowledga. | further certify
mya; I, the undemgne{i applicant, have personally completad this application. | understand that any omission or
misstatement of material facts on this application or on any documaent used to secure employment shall be grounds

£ H £ ¥ < * - s 4 = - .
g?; ;gﬁiton of this application or for immediate discharge if | am amployed, ragardless of the time elapsed before
& s

3 A
! J}j—-«m t heraby authorize Acrobat Outsourcing to theroughly investigate my references, work record, education and other
matters refated to my suitability for amployment and, further, authorize the raferences | have listed 1o disclose to the
company any and all letiers, reports and other information ralated to my work records, without giving me pricr notice
of such disclosure. In addition, | hereby relsase the company, my former employers and all other persons,
’ corporations, partnerships and associations from any and all claims, demands or liabiiities arising out of or in any
\fj A way related to such investigation or disclosurs,

] I hareby aumnr}m Acrobat Qutsourcing and its authorized represantatives to solicit information regarding my
background, which may include but not be limited 1o, information asout my smployment, education, and/or criminal
history, which may be in the files of any fedaral, state, or lpcal criminal justice and law enforcement agency and
general public records history,

il b understand that if selected for hire, it will b necessary for me to provide satisfactory evidence of my identity and
legal authority to work in the United States, and that federal immigration laws require me o completa an -9 form in
{7 this regard within three days of my hire date.

Acrobat Outsourcing is an atwill employer. | undarstand that nothing contained in the application, or conveyed
during any interview, which may be granted or during my employmaent, if hired, is intended to create an employment
contract between me and the company. In addition, [ understand and agree that if | am employed, my employment
is for no definite or determinable period and may be terminated at any time, with or without prior netice, with or
without cause, at the option of gither myseif or the company, and that no promises or representations contrary to
the foregoing are binding on the company unless mads in writing and signed by me and the company's designated
represaniative,

i hereby ackriowledge that | have read and understand the above statements.

/ s N -
Applicant’s Signature A/ ?M Date gj / £ .40

Pt s
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Form W-4 (2019)

future developments, For the latest
information about any future developmants
related to Form W-4, such as legislation
anacted after it was published, go to
www.irs.gov/FormWd,

purpose. Complete Form W-4 5o that your
employer can withhold the correct faderal
income tax from your pay. Consider
completing a new Form W-4 each yoar and
when your personal or financial situation
changes.

Exemption from withholding. You may
f;lfﬁm exemption from withholding for 2018
if both of the following apply.

« For 2018 you had a right 1o a refund of all
federal incomae tax withheld because you
Had no tax liability, and

« For 2019 you expect a refund of all
federal income tax wilhhald bacause you
axpact (o have no tax liability,

{f you're exempt, complete only lines 1, 2,
3, 4, and 7 and sign the form to validate it.
Your exemption for 2019 expires February
17, 2020. See Pub. 5038, Tax Withholding
and Estimated Tax, to fearn more about
whether you qualify for exemption from
withholding.

General Instructions

if you aren't exempt, fallow the rest of
these instructions to determing the number
of withholding allowances you should claim
for withholding for 2019 and any additional
amount of tax to have withheld. For regular
wages, withholding must bo based on
affiowances you claimed and may notbe a
flat amount or percentage of wages.

You can also use the calculator at
www.irs.gov/WdApp 1o determine your
1ax withholding more accurataly. Consider

o W=4

using this calculator if you have a more
complicated tax situation, such as if you
have a working spouse, mora than one job,
or a farge amount of nonwage income not
subject to withhelding outside of your job.
After your Form W-4 takes effect, you can
also use this calculator to see how the
amount of tax you're having withhald
compares to your projected total tax for
2019, i you use the calculator, you don't
noed fo complete any of the worksheots for
Form W-4.

Note that if you have too much tax
withheld, you will receive a refund when you
file your tax return. H you have too little tax
withheld, you vill owe tax when you fle your
tax return, and you might owe a penalty.

Filers with multiple jobs or working
spouses, if you have mora than one job at
a tima, or if you're marred filing jointly and
your spouse is also working, read all of the
instructions including the instructions for
the Two-Eamera/Muitiple Jobs Waorksheat
helore beginning.

Nonwage income. if you have a large
amount of nonwags intome not subject to
withholding, such as interest or dividends,
consider making estimatad tax payments
using Form 1040-E8, Estimated Tax for
Individuals. Otheradse, you might owe
additional tax. Or, you ¢an use the
Dedutions, Adjustments, and Additional
Income Worksheet on page 3 or the
ealculator at www.irs. gov/W4App to make
sure you have enough tax withbeld from
your paycheck. If you have pension or
annuity incoms, see Pub. 505 or use the
calculator at wyww.irs. gov/WaApp to find
out if you should adjust your withholding
on Form W4 or W-4P,

Nonresident alien, If you're a nonsesident
alien, see Notice 1392, Supplemental Form
W-4 Instrustions for Nonresident Allens,
nefore completing this form.

Separate here and give Form W-4 to your employer. Keep the worksheet(s) for your records.

Employee’s Withholding Allowance Certificate

Specific Instructions
Personal Allowances Worksheet

Complate this worksheet on page 3 first to
datermine the number of withholding
allowances to claim.

Line C. Head of household please note:
Generally, you may c¢laim head of nousehold
filing status on your tax return onfy if you're
unamarried and pay more than 509 of the
costs of keaping up a homs for yourself and
 qualifying individual, See Pub, 501 for
more information about filing status.

Line E. Child tax credit. Wnen you file your
tax retum, you may be eligible to claima
child tax credit for each of your eligible
children. To qualify, the child must be undar
age 17 as of Decemnber 31, must e your
dependent who lives with you for morg ghzm
half the yaar, and must have a valid sac;gi
gecurity number. To leam more about this
cradit, sea Pub, 972, Child Tax Credit, To
reduce the tax withheld from your pay by
taking this credit into account, foliow the
instructions on line E of the worksheet. On
the worksheet you will pe asked about your
total incomae. For this purpose, total income
inciudes all of your wages and other
income, including Income samed by 8
spousa if you e filing a joint ratum,

Line E. Credit for other dependents.
Whaen you file your tax return, you may be
aligible to claim a credit for other
dependents for whom a chid tax credit
can't be claimad, such as a gqualifying child
who doesn’'t meet the age or secial
security number requirament for the child
tax credit, or a qualifying relative. To learn
mora about this credit, see Pub, 872, To
reduce the tax withheld from your pay by
taking this credit into account, iollow the
instructions on ling F of the worksheet. On
the worksheet, you will be asked about
your total incema. For this purpese, total

OMB No. 153450074

i o O TH » Whether you'rs enlitied to claim 3 certain number of all or ption from withholding is 19
2;*;:’;;;1,;,‘;.,;2{’ subject te raview by the IRS. Your employer mmmmmmdamwntmmmwmma 2
2 Your social security number

% Yaur first namo anc middio inital

ANTI

Last g\ (y‘?

7Y 3 4% & o

Home address {

7Y ocdeh S e

rnibyer arvd stroot or rural oute)

3 {_)&ingte

[iMamed 1] Marded, but withhold at higher Singla rate,

:; Note: Hf married fling separately, check “Marted, but witnhiold ot ligher Singls rte.”

H

City or town, state, and ZIF cado

4 f your last namo differs from that shown on your social security card,

i \/] '««-f ’ /{ /; i {000 check here. You must call 800-772-1213 foe a replacoment card, » [}
5  Total number of allowances you're claiming (from the applicable worksheet on the following pages) . . . . 5
& Additional amount, if any, you want withheld from each paycheck . . . . . . . . . o e 6
7 i claim exemption from withholding for 2019, and 1 certify that | meet bath of the following conditions for axemption.
» Last year | hatl a right to a refund of all federal income tax withheld because | had no tax liability, and

« This year | expect a refund of all federal income tax withheld because | expact to have no tax liabliity.
If you moet both conditions, witite “Exemnpt” here . e

B ak3

Undler penalties of perjury, | declare that 1 have examined this certificat

Employee’s signature
{Tris form is not valid unless you sign it) »

e

& and, 10 the best of my knowledge and belief, it is true, correct, and complata.

Date » 39 ;"’f P

& Terpioyers nars and address (Employer: Compiets boxes 8 and 10 f sending fo IS and conpieta
noxes 5, 6, and 10 if servding to State Directory of New Hires)

9 First date of

10 Employer identification

employment number {14

For Privacy Act and Paperwork Reduction Act Notice, see page 4.

Cat. No. 102200

form Wed o9
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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 ont at all client sites.

Absenteeism: is defined as failure to report for work without prior approval of the Acrobat Outsourcing 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 shift, you are required to give us 24-hour netice for a
cancellation!

Mness: If you are sick, you are required to contact your Staffing Manager at Acrobat Outsourcing no less than 3 hours
béfore your scheduled shift.

NO CALL/NO SHOW: Grounds for autornatic termination.

Ciocking 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 staffing manager immediately.

Disciplinary Action

First Occurrence: Verbal Warning 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.

e

Iﬁj ury Reporting Acknowledgement

Acrobat Qutsourcing 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 a 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
branch is located in Orlando, Atlanta or Auburn, all personnel injuries, regardless of severity, should be reported immediately to 1-
800-252-5275 and give the nurse the Acrobat code: D§9809. If your branch is in another 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. Furthermore, the injury will be investigated and you will be asked details about how the injury
czomred.

Acrobat Qutsourcing reserves the right to test any employee, subject to 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 treatment. In compliance with all applicable laws,
separation of employment may result after: ‘

s apositive test for any drug not prescribed by a physician
« a deliberately tampered with or adulterated sample;
» arefusal to take the test.

hitps:/iwww.taborca.netfempDocs.aspx7id=50959 1/4
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Asking another person to take the w.t, or taking the test for another employee will result in Separation of Employment for all
emaloyees 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,

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

)
Signature@(k—‘ &
o S

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 work in a professional atmosphere that promotes equal employment opportunities and prohibits unlawful
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 retaliation. Acrobat Outsourcing will make every reasonable effort to ensure that all concerned are

famniliar 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 Qutsourcing 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 to terms, conditions,
privileges, and perquisites of employment. The prohibitions against harassment, discrimination, and retaliation are intended to
complement and further those policies, not to form the basis of an exception to them.

Equal Employment Opportunity

t is the policy of Acrobat Qutsourcing to ensure equal employment opportunity without discrimination or harassment on the basis
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 Outsourcing prohibits any such discrimination or
harassment.

Retaliation

Acrobat Outsourcing 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 discrimination 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 Guidelines, as unwelcome sexual advances,
requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example a) submission to 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 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.

https:/iwww.tabarca.netfempDocs.aspx Plid=50959 214
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Title VII of the Civil Rights Av. 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 circumstances, 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 conduct of a sexual nature.

Harassment

Farassment on the basis 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 individual because of his or her race, 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 that: a) has the
purpose or effect of creating an intimidating, hostile or offensive work environment, b) has the purpose or effect of unreasonably
interfering with an individual’s work performance, or ¢) otherwise adversely affects an individual’s employment opportunities.

Harassing conduct includes epithets, slurs or negative stereotyping; threatening, 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 premises or circulated in the workplace, 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 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 Qutsourcing (e.g., an outside vendor, consultant or customer).

Canduct 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.

Raporting an Incident of Harassment, Discrimination er Retaliation

Acrobat Outsourcing encourages reporting of all perceived incidents of discrimination, harassment or retaliation, regardless of the
offender’s identity or position. Individuals who believe that they have been the victim of such conduct should discuss their concerns
with their immediate supervisor, any member of Acrobat Outsourcing management, Human Resources or any ombudsman. Acrobat
Outsourcing also encourages employees to report any activity to (866)326-4571. See the complaint procedure described below.

In addition, Acrobat Outsourcing encourages individuals who believe they are being subjected to such conduct to promptly 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 QOutsourcing recognizes, however, that an individual may prefer to pursue the matter through complaint
procedures.

Individuals who believe they have been the victims of conduct prohibited by this policy or believe they have witnessed such conduct
should discuss their concerns with their immediate supervisor, Human Resources, any member of Acrobat Qutsourcing management
or any ombudsman. Individuals may also report suspicious activity to (866) 326-4571.

Acrobat Qutsourcing encourages the prompt reporting of complaints or concerns so that rapid and constructive action can be taken
before relationships become irreparably strained. Therefore, 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 harassment.

Afty reported allegations of harassment, discrimination or retaliation will be investigated promptly. Employees will be provided a
Harassment Reporting Form. The investigation may include individual interviews with the parties involved and, where necessary,
with individuals who may have observed the alleged conduct or may have other relevant knowledge. '

facrobat Outsowrcing will maintain confidentiality throughout the investigatory process to the extent consistent with adequate
investigation and appropriate corrective action.

Retaliation against an individual for reporting harassment or discrimination or for participating in an investigation of a claim of
harassment or discrimination is a serious violation of this policy and, like harassment or discrimination itself will be subject to
disciplinary action. Acts of retaliation should be reported immediately and will be promptly investigated and addressed.

Misconduct constituting harassment, discrimination or retaliation will be dealt with appropriately. Responsive action may include,
for example, training, referral to counseling or disciplinary action such as a warning, reprimand, withholding of a promotion or pay
‘increase, reassignment, temporary suspension without pay, or termination, as Acrobat Outsourcing believes appropriate under the
circurnstances.

hitps://www.taborca.netlempDocs.aspx?iid=50859 3/4
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st

If a party to a complaint doss not: e with its resolution, that party may appeal to steve Scher, Chief Executive Officer.

False and malicious complaints of harassment, discrimination 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

I have read and understand all above policies

e Sl

[ N \"‘_‘*-—\

Confidentiality & Non-Disclosure Agreement

I, the undersigned employee, understand that in the course of my employment with Acrobat Outsourcing, I may have access to and
become acquainted with information of a confidential, proprietary or secret pature 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 its customers. Such trade

secret information includes, but is not 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 during
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 civil or criminal Hability 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 aiso understand that client lists of Acrobat Outsourcing, for which I have, or may have, access to during my employment, are trade
secrets and shall be solely the property of Acrobat Outsourcing. I agree that I shall neither directly nor indirectly solicit business as
to products or services competitive with those of [Acrobat Qutsourcing] based on information from the client lists.

Finally, I understand that 1 am an at-will employee of Acrobat Outsourcing and that this agreement is not to be construed as
constituting a promise of continued employment.
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5/17/2019 E-Verify Case Processing: Vie™ “rint Details

E-Verify

Case Verification Number: 2019137201639CH

Report prepared: 05/17/2019

Company Information

Company ID: 139349
Client Company ID: 139349

Employee Information

Name: Ayaka Guido
U.S. Social Security Number: ***-**-9550
Citizenship Status: U.S. Citizen

Document Information

List A Document: U.S. Passport or Passport Card
Document Number: 557311308

Case Information

Current Case Result: Closed

Case Status: Employment Authorized

https://everify.uscis.gov/c/cases/2019137201639CH/view

Company Name: Acrobat Outsourcing

Client Company Name: Acrobat Qutsourcing

Date of Birth: 06/19/1989

Employee's First Day of Employment: 05/17/2019

Expiration Date: 12/19/2026

Case Submitted By: Debbie McKee

Reason for Closure: Employment Authorized Auto
Close
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