SOPHIA AMODEO

sophia.amodeo@gmail.com

Kalamazoo College | Kalamazoo, MI, Graduated 2013
Bachelor of Fine Arts: Human Development and Social Relations, Art History

Universidad de San Francisco | Quito, Ecuador, 2011-2012
Ameliorated Spanish comprehension and conversational skill

Employment

Special Event Project Manager

Snap Inc and Blue Hill at Stone Barns | New York, New York 2018-present
Chef Dan Barber’s pioneering farm-to-table fine dining restaurant is ranked number 11 in the World’s 50
Best, and is located on the site of the Stone Barns Center for Food and Agriculture in upstate New York. As
the Special Event Project Manager, 1 manage executive events at Snapchat. Produces and coordinates
events from start to finish. Launches and oversees food and beverage program at client sites. Develops
catering systems and particular to event. Cultivates and maintains relationships with collaborative
partners in the New York area. Assists internal and external client teams with execution of events for
300+ VIP attendees. Manage Blue Hill staff members to deliver high quality service to guests. Maintains
all food and beverage databases and inventories. Oversees food preparation to ensure Blue Hill high
quality standards and creativity

Wedding and Catering Coordinator 2017

The Wythe Hotel | Brooklyn, NY

Acted as the predominant client interface of coordination for every aspect of event execution. Direct point
of contact between the Chef and beverage managers for seasonal menu development of events. Compiled
and organized event documents from BEQs to bar pulls, schedules of vendors and timeline. Lead
coordination of all affiliated rental companies, planners and vendors of execution. Scheduled and serviced
all client and wedding menu tastings, in congruence with development of seasonal menus. Processed post
administration and filing. Corresponded with clients in a timely, thoughtful manner. Worked directly with
the Sales Manager to ensure attention to profit goals and budgetary timeline. Coordinated staffing for
events and disseminated all necessary information for a successful execution. Thoughtfully represented
the space and integrity of event production to clients, reflective of the culture and values of the restaurant
group.

Prune Restaurant | New York, NY 2014-2017

Project Manager to Gabrielle Hamilton and Prune Restaurant

2016- 2017

¢ Assistant to the owner of a New York City restaurant, acclaimed author, and New York

Times columnist. Managed all aspects of on and off-site special events, restaurant
buyouts and invoice processing in congruence with Prune Restaurant, and New York
Times. Processed weekly payroll for the entire staff of Prune Restaurant. Provided
administrative support to the management team and staff of the restaurant. Processed all
new hire onboarding and maintained all restaurant HR paperwork. Organized domestic
and international travel arrangements. Worked directly with Chef to update menus, and
ensured restaurant staff were compliant with NYC food service standards. Maintained
personal and business finances. Managed and coordinated the calendar of the owner.
Assisted in maintenance and repair of the physical plant of the restaurant, Created and
successfully implemented a front and back of house cross-training program within the
restaurant.

Assistant General Manager
2015- 2016

Server




August 2014-December 2015

Catering Operations Manager 2015

Once Upon a Tart | New York, NY

Assisted owners on all front of house and catering operations through the transition of a bakery to a
full-service restaurant with catering program. Developed systems of cost analysis and management of
inventory to ensure financial and operational success of the catering program. Hired, trained and
maintained a full front of house and events staff, both administratively and on the floor. Completed
payroll and closed the daily accounts of the restaurant. Successfully structured catering program through
client outreach and menu development. Made strong connections with purveyors in the New York area.
Managed all front and back of house administrative operations on a daily basis. Independent from the

restaurant, assisted the owner on numerous recipe development projects for her forthcoming cookbook,
Chasing the Golden Harvest.

Operations Manager 2009-2014
Real Food Cafe | Grand Rapids M1

Managed all employee operations as a full time Head Server with eight years of experience in the industry.
Organized all front of house scheduling and new hire onboarding. Created new systems of inventory for all
front of house and dry stock. Constantly improved operational execution through attention to detail and
supreme high standards of customer service. Worked closely with kitchen staff to expedite and ensure
orders were assembled and served in an efficient manner. Trained new staff on restaurant’s procedures,
calture and practices. Completed payroll and closed the daily accounts of the restaurant. Maintained high
standards of reliability and responsibility, and hospitality.
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Employment Application

Acrobat Outsourcing is an equal opportunity employer dedicated to non-discrimination in all empioyment practices. Acrobat
Outsourcing selects the best qualified individual for the job hased on job-related qualifications ragardless of race, age (40},
color, religion, gender, national otigin, ancestry, marital status, sexual oriantation, disability or any other status protected by

applicable law.
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Ars you currently ragistered with any staffing andfor amployment agencies? I so, please list

Are you applying tor: Euti-time work? Yes__.. No, Pant-time work? Y&&:Z:‘: NO e

Temporary work, €.4., surnmer of noliday work? Yes ! NOL From Tor
How did you find out abdut our op, positien? Pl?ase check fill in proper name of source)
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Could you work overtime, if necessary? Yo / No__ i hired, on what date could you star working?
£

Please keep in mind that schedules and shifts may vary depending on position and season. Additionatly, the hours may vary from
week to week, depending on the company noeds. Please fist only the times/days you're availabie to work boiow.

Do you have any vacetiém or extended feaves planned in the noxt 12 montha? if 50, slease list dates:
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Have you ever applied 1o of worked for Acrobat Outsoursing before?  Yes, NQ_Z{ i yes, when?
Do you have friends of relatives working for Acrobat Outsoureing? YesmNsmE if yes, please stale name and relationship

i hired, would you nave 2 reliable means of ransportation to and from work? Yas, __\_f_ No__..
If hired, can you present evicence of your legal right 10 {ive and work I this country? Yes__}ﬁ No_...

State age if you are under 18 . ifyou are under 18, hire is subject to verification that you are of minimum legal age wwork.

Are you able to perform e sssental functions of the job for which you are applying? Yes /' No__.

if no, descripe the functions that cannat be performed, {Note: We somply with the ADA and consider reasonasle accommodation
measures at may be necessary for aligbie applicantsiamployees 10 periorm assantial functions.)
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pates cf Employmant. From “_1 L \ ““ Tc‘/?-'i'}-‘- \ﬁf

ANt oo ) .y i “ak
reason for Leaving: _ 11 Ay WAL

Name and Address of Employer

Tyse of Business » Telephone No. ( b Supervisor's Namsa

your Position and Dutles

Daes of Emptoyment From To

Fensen for Leaving:

Have you ever been fired from any previcus piace of smploymant? f s, pleass axplain:

Have you obtained any special skils of abiltes as the rasuit of sarvice in the rilitary? Yos,.
if so, dascrbe:

List below three perwns ot rolated to you who have knowledge of your work parformance within the last thres yeaos.

Name: W A2 A AL Telaphona No.  { 3

Address

Oecupation: (\e k- Ralationship. Number of Yoars Acquaimted: .
Name: VAOY *\ o Provia LA - Telephone No. )

Addrass

Oceupation: {1441 LN Relationship: Number of Years Acquainted: ..
Name: Telephone No. { )

Address

Occupation: Relationship: _ Number of Years Acquainted:
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i Please Read Carefully, Initial Each Paragraph and Sign Below

*

-—"‘1}“ ; heieby ce;mfy ,{mg I have not knowingly withheld any information thet might adversely affect my chances for
?ég?‘f y{r;: tﬁiﬁ%ﬁil?i answers given by me ars tue and correct to the best of my knowledge. | further certify

featn i pplicant, have personally completed this application. | understand that any emission or
?;;Sfé;é;?;iﬂ;;‘;ﬁaiﬁﬁa}} Ea;ts on this application o en 2ny document used to secure employment shall be grounds
ok o A 61 s application or for immediate discharge If | am employed, regardiess of the time slapsed before

£ “"}R//i hereby authorize Acrobat Qutsourcing to thoroughly investigate my refersnces, work record, education and other
matters related to my suitability for smployment and, further, authorize the refersnces | have fisted to disclose to the
company any and all letters, reports and other information ralated to my work records, without giving me prior notice
of such disclosure. In addition, | hereby release the company, my former employers and all other persons,
corporations, parinerships and associations from any and all claims, demands or liabliities arising out of or In any
, way related 10 such investigation or disclosure.
2\
i | 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 employmant, education, and/or criminal
history, which may be in the files of any federal, state, or local criminal justice and faw enforgement agency and
eneral public records history,

_.’....XL_.,._ { understand that if selected for hire, it will ba nacessary for me to provide satisfactory svidence of my identity and
Eeg;a! authority to work in the United States, and that federal immigration laws require ms 1o complets an 18 form In
this regard within three days of my hire date.

Hm il i
B/ ‘3*' Acrobat Outsourcing Is an at-will employsr. | undarstand that nothing contained in the application, or conveyed
v during any interview, which may be granted or during my employment, If hired, is intended to create an employment
contract between me and the company. In addition, | understand and agree that if | am employsd, my smployment
is for no definite or determinable period and may be larminated at any tima, with or without prior notice, with or
without cause, at the option of either myself or the company, and that no promises or representations conlrary to
the foregoing are binding on the company unless mads in writing and signed by me and the company’s designated
representative.

| hereby acknowledge that | have read and undersiand the above statemants.

p—————

Applicant's Signature® :m.f = T e pate ]| &[4 1l

O
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Form W-4 (2019)

Future developments, For ihe intest
inforration about any futurs developments
related 1o Form We4, such as legisintion
enacted after it was lisked, g0 to
www.irs goviFormivi, \

Purpose. Complate Forn W-4 so that your
- employer can withhold the correct federat
mneoma tax from your pay, Co e?.; i
completing a now Form We4 o year and
when your porsonal or financlal situation
changes,

Exgmpticn from withholding, You may
claim exemption from vathholding for 2010
i both of the following apply.

* For ?Q18 you had a right o a refund of all
federal incoms tax withheld bacause you
had no tax lability, and

* For 2019 you expect a refund of alt
tederal income tax withheld because You
axpect 10 have no tax liability.

fyou're oxempt, corplate only lines 1, 2,
3,4, and 7 and sign the form to validate it.
Your examption for 2019 expires February
17, 2020, See Pub. 505, Tax Withholding
and Estimated Tax, to learn mora about
whather you qualify for axemption from
withtholding.

General Instructions

1 you aren't exernpt, loliow the rest of
these instructions to determine the number
of withholding allowances you should claim
for withhelding for 2019 and any additional
arnount of tax to have withhaeld, For regular
wages, withholding must be based on
allowances you claimid and may notbe a
flat amount or percentage of wages.

You can also use the calculator at
www.irs.goviWaApp 1o determine your
tax withholding more accuratety, Consider

Form w-4

Departrment of the Trexsiry

visd Parvernm Bunace

o

using this caloulator i you have a more
complicated tax situation, such as if you
have a working spouse, more than one job,
or a largs amount of nonwags income not
sublect to withholding outside of vour job,
After your Form W4 takes stfect, you can
also usa this catculator 1o s how the
amount of tax you're having withheld
compares 10 your projected tolal tax for
2019, If you use the caleulator, you don't
noed to complate any of the worksheets for
Form W-4,

Note that if you have too much tax
withheld, vou will receive a refund whan you
file your tax return, 1f you have 100 little tax
vithheld, you will pwe tax whon you fils your
tax return, and you might owe a penaity.

Filers with multiple jobs or working
spouses. if you have mors than ona job at
1 tirme, or if you'rs marrled Hing jointly and
your spouse is niso working, read all of the
instructions including the instructions for
the Two-Eamers/Multiple Jobs Workshest
betore boginning.

Monwage Income, f you have a large
amount of nonwags income not subjsct 1o
withholding, such as interest or dividends,
sonsider making estimated lax payments
using Form 1040-ES, Estimatad Tax for
{ndividuals, Otherwise, you might ows
additional tax, Or, you can use the
Deductions, Adjustments, and Additional
incomea Workshest on page 3 or the
caleulmtor at wyaw.irs gov/WHApp 10 make
sure you have enough tax withheld from
your paycheck, If you have pension of
annully income, see Pub, 505 or use the
caleulator at wwaw.irs.goviWaApp to find
out if you should adjust your withholding
an Form Wed or W4P,

Nonresident atien. If you'ra a nonresident
alien, see Notice 1392, Supplemental Form
W-4 Instructions for Nonresident Aliens,
before completing this form.

Specific Instructions
parsonal Allowances Worksheet

Complete this worksheet on page 3 first 1o
ditormine the number of withholding
affowances to claim,

Line €. Head of household please note:
Generally, you may claim head of hpesei}{)id
filing status on your 1ax 1eturn only if you're
unmarried and pay more than 50% of the
costs of keaping up a homa for yoursalf and
a qualitying individunl. Ses Pub, 501 for
more information about filing status,

Line E. Child tax credit, Wren you file your
tax return, you may be eligible to claima
child tax cradit for each of your eligible
childrer. To qualify, the child must be under
age 17 as of Decembior 31, must be your
depardent wha lives with you for mere than
nalf the year, and must have a valid social
security nurmber, T oo mors about this
crodt, spe Pub, 972, Child Tax Credit. To
sedues the tax withheld from your pay OY
taking 1his credit into account, follow i
inatructions on fine E of the worksheet, On
the workshent you will be asked aboul your
sotal incorne, For this purpose, total incoms
includes alt of your wages and other
incoms, including income eamed oy 2
spouse If you are filing a joint rotum.

Line F. Cradit for other dependents.
When you file your tax return, you may be
eligibsle 1o clgim i oredit for other
depandents for whorm a child tax credit
can't be claimed, such as o quatifying ¢hitd
who doasn’t meet the age or sosial

security number requirement for the chifd
tax credit, or a qualifying refative, To leam
mora about this credit, sea Pub, 972. To
reduco the tax withheld from your pay by
taking thia credit Into acoount, fullow the
instrustions on line £ of the worksheel, On
the worksheet, you will be asked abiout
your total income, For this purpose, 1otal

Separate here and give Form W-4 to your employer, Keep the worksheol{s) for your records,  «owvess-mresssemssisuamnss

Employee’s Withholding Allowance Certificate

» Whather you're entitled to elaim a certain number of allowances or exemation from wiltinelding is
subject to review by the IRS. Your employer may be required to send 2 copy of this form to the IAS,

OMB Ho, 15450074

2019

4 Your firgt nama and rrm;czmml Last s 2 Your social securily number
SO A C Al Lo DY 1% (poc™
" Homa acdress (numpar and street o nural route) 3 Nfinge  [lMamed [ Mared, butwithhoint o1 bigher Single eats.
(Dl MLLTTA {:,?\‘ ] Note: if married fing separately, check *Mamied, but wiirhold o igher Snets rte.
- City or :mm stas, and 2iP code 5 4 i your last nama differs from hat shown on your socisl security card,
fAVIT LA 1A N ‘*\ \ V1 7.2~ check hore, You rmust call 800-772-1218 tor a replacersent card.  » | |
5 Total number of allowances 'yau':e claiming {from the applicable worksheet on the following pages) . . . . 51 [

6  Addtional amount, i any, you want withheld from each paycheck . . . .

7 1claim exemption from withholding for 2019, and | cerify that | meet both of the
» Last year 1 had a right 1o 2 refund of all federal income tax withheld because | had no tax fiability, and
o This year | enpect a refund of all federal income tax withheld because [ expect to have no tax Hability.

if you meot both conditions, wiite “Exompt"hero. . . v . . . .

following cenditions for exemption.

618

7]

Under pennlties of parlury, 1 declare that | nayeé exbmined this certificate and, to the bost of my knowledge and belief, it is true, correct, and complete.

Employee’s signature
{This form is not valid unless you sign iLi»

\.\_‘;/,,.\
f) \/r—‘\\\__

‘: Lom

05 14|z 014

Date s

3 Employer's name aod address (Employer: Complete boxes 8 and 104 sprding to 188 and cormplete
bons 8, 9, and 10 sending to State Directory of New Hies)

9 First date of

10 Employer identtication

enployrment rsmber {F1M)

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

Cat. No. 10220Q

Form W4 2015
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EVerify

E-Verify Case Processing: Ve~ ‘nt Details

Case Verification Number: 2019137211939GE

Report prepared: 05/17/2019

Company Information

Company ID: 139349
Client Company ID: 139349

Employee Information

Name: Sophia C. Amodeo
U.S. Social Security Number: ***-*x.6009
Citizenship Status: U.S. Citizen

Document Information

Company Name: Acrobat Outsourcing

Client Company Name: Acrobat Outsourcing

Date of Birth: 08/28/1991

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

List B Document: Driver's license or ID card issued by a U.S. state or outlying possession

Document Subtype: Driver's License
Expiration Date: 08/28/2020
List C Document: Social Security Card

Case Information

Current Case Result: Closed

Case Status: Employment Authorized

https://everify.uscis.gov/cicases/2019137211939GEview

Document Number; ***+kx#+xg867(

State: Michigan

Case Submitted By: Debbie McKee

Reason for Closure: Employment Authorized Auto
Close

171
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‘Absenteeism & Tardiness Policy

All Acrobat Qutsourcing employees are expected to be at their client site prepared to work at the scheduled time. Regardless of the
Teason, 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 Outsourcing Staffing Supervisor.

Tardiness: is defined as arriving late for work or returning late fom breaks/meals, or early departure from work. Walking off of an
assignment may lead to disciplinary action up to ternination.

Policy

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!

Tlness: If you are sick, you are required to confact your Staffing Manager at Acrobat Outsourcing no less than 3 hours
béfore 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
clacking 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 cccurrences may
result in further disciplinary action up to and including termination.

Signature: Ca\‘(l]/’k/___\

I;lj-ury Reporting Acknowledgement

Acrobat Outsourcing is committed to providing and maintaining 2 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
Hranch 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: DS9800. If your branch is in another Acrobat location the injury must be
reported immediately to 1-800-252-5275 and give the nurse the Actobat 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
cbourred.

Acrobat Outsourcing reserves the right to test any employee, subject to state law and/or other contractual obligations, including but
not limited to preemployraent (including newly hired, rehired or reinstated smployees), 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 afier:

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

https/Avww.taborca.netfempDocs.aspx?iid=50958 14
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Asking another person to take the ¢, or taking the test for another employee wil. .usult in Separation of Employment for all
~employees involved in the incident.
Please note, providing false information, or omitting pertinet 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.

L, the undersigned employes, 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 supervisor,

AT

Signature: ry
Siguaue . N D

Unlawful Harassment & Sexual Harassment Policy

Acrobat Qutsourcing is committed to a work environment in which all individuals are wreated with respect and dignity. Fach
. individual has the right to work in a professional atmosphere that promotes equal employment opporiunities 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 Outsowrcing has developed this policy to ensure that all its employees can work in an environment free from unlawfil
harassment, discrimination, and retaliation. Acrobat Outsourcing will make every reasonable effort to ensure that all concerned are
familiar with these policies and are aware that any complaint in violation of such policies will be investigated and resolved
afipropriately.

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 2 basis for excluding or separating individvals 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 raistake of engaging in discrimination or exclusion to avoid ailegations 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
complerment and further those policies, not to form the basis of an exception 1o them.

Equal Employment Opportunity

It is the policy of Acrobat Qutsourcing to ensure equal employment opportunity without discrimination or harassment on the bagis
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,

R‘étaiiation

Acrobat Outsourcing encourages reporting of all perceived incidents of discrimination or hargssment. 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 investigetion 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 sexuat nature when, for example &) 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.

hitps:/Amww.taborea.netfarmpDocs.2epx ?iid=50950 2/4
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Title VII of the Civil Rights .  of 1964 recognizes twe types of sexual he.essment: 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 zbout 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

Rarassment 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 hostlity 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 ar intimidating, hostile or offensive work environment, b) has the purpose or effect of unreasonably
- interfering with an individual’s work performance, or c) otherwise adversely affects an individual’s employment opportunities,

Ha;assing conduct includes epithets, shurs or negative stereotyping; threatening, intimidating or hestile 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

T_hese policies apply to all applicants and employees, whether related to conduct engaged in by fellow emplovees or by someone not
directly connected to Acrobat Outsourcing (e.g., an outside vendor, consuitant or customer).

Conduet 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.

Réporting an Incident of Harassment, Discrimination or Retaliation

Acrobat Outsourcing encourages reporting of all perceived incidents of discrimination, harassment or retaliation, regardless of the
cender’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 Quisourcing management, Human Resources or any ombudsman. Acrobat
Qutsourcing also encourages employees to report any activity to (866)326-4571. See the complaint procedure described below,

Ir addition, Acrobat Qutsourcing encourages individuals who believe they are being subjected to such conduct to prompily 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 zn individual may prefer to pursue the matter throngh 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 Outsourcing management
or any ombudsman. Individuals may also report suspicious activity to (866) 326-4571.

Acrobat Qutsourcing encourages the prompt reporting of complaints or concemns 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.

Any reported allegations of harassment, discrimination or retaliation will be investigated promptly. Employees will be provided a
Harassment Reporting Forrn. 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. :

Mbat Outsourcing will maintain confidentiality throughout the investigatory process to the extent consistent with adequate
Investigation and appropriate corrective action,

ﬁétaliation 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,
191 example, training, referral to counseling or disciplinary action such as a warning, reprimand, Withho%ding ofa prox.:notion or pay
increase, reassignment, temporary suspension without pay, or termination, as Acrobat Owtsourcing believes appropriate under the
circumstances.
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If a party to a complaint does not”™ ‘ee with its resolution, that party may appeal 1. teve Scher, Chief Executive Officer.

- False and malicious complaints of harassment, discrimination or retaliation (as opposed to complaints that, even if eIToneous, are
made in good faith) may be the subject of an appropriate disciplinary actior,

Acknowledgment

I Bave read and understand all above policies

e

Signature — e i
-

Confidentiality & Non-Disclosure Agreement

I; the undersigned employes, understand that in the course of my employment with Acrobat Outsourcing, I may have access to and
’cg_ecome acquainted with information of a confidential, proprietary or secret nature which is or may be either applicable or related to
< 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 2ny 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 lizbility 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..

Ialso understand that client lists of Acrobat Outsourcing, for which I have, or may have, access to during my employment, are trade
sectets and shall be solely the property of Acrobat Qutsourcing, I 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, T understand that T am an at-will employee of Acrobat Outsourcing and that this agreement is not to be construed as
constituting a promise of continued employment.

Signature: <\
~ (D
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