Connor Hussey
connhuss@gmail.com | 413 221 1171
115 Wythe Ave. Apt. 210, Brooklyn, NY 11249

Education
B.A. Double Major English Literature, Economics
University of Maine, Orono

B.A. American Literature & Culture, Feonomics
Bahgeschir University, [stanbul, Turkey

May 2016 Fall 2014
Experience
) . 3{15- 12
Euromoney Institutional Investor New York, NY December 2016 - Presen
Journalist 7 ’ " TN
ancial regulation for the following publicalions:

«  Wrote and published articles on M&A, tax legislation and fin ;
International Financial Law Review, International Tax Review, and Managing Intellectual Properiy

«  Contributed market research o the following guide publications: JFLR1000, World Tax & World Transfer
Pricing, Expert Guides .
+  Conducted meetings and interviews with industry leading lawyers in the US and UK for features and website
analyses
o Presented at award ceremonies in front of hundreds of guests in cities such as, New York, Palo Alto, San
Francisco, Washington D.C., Toronto, and London
+  Maintained ongoing collaboration and contact with colleagues in London o effectively advance company
objectives and develop a more ubiquitous presence in relevant markets
Maine Journal, Orono, ME September 2015-May 2016
Production Assistant
+  Investigated undergraduate student research projects for University’s journal
«  Produced written articles, documentary videos, and web content for the Maine Journal, as well as the annual
TEDxUMaine confercuce i
o Collaborated with colicaguces to conduct film shoots, photo shoots, interviews, post production sessions, and
editorial meetings
+  Collaborated with staff

Other Work Experience
Aska New York, NY July 2018 - Present
Caplain
»  Maintained knowledge and practice of Nordic Cuisine and natural wine while learning under the leadership of
celebrity chef Fredrik Berselins
*  Worked hard to uphold the standards and practices of two Michelin Starred restaurant
+  Develop relationships with winemakers, food purveyors and farmers to deliver the freshest and most sought after
food and wine in the world

Skills
¢ Mac OSX & PC Software
+  Microsoft Office
¢ Digital & Analog Cameras
*  Adobe Creative Cloud
*  Wordpress
« HTML
« AP, New York, and Chicago Style Guides
«  Script writing
*  Public Speaking

Writing and other work samples available upon request
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Employment Application
an in all employment practices. Acrobat
aes of race, age {40+,
or status protected by

Acrobat Outsourcing is an equal opportunity employer dedicated to non-discriminati
od on job-related qualifications regardl

Qutsourcing selects the best qualified individual for the job bas a
color, religion, gender, national origin, ancestry, marital status, saxual orientation, disability or any oth

pl‘;cable law. .
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Full Name ([ /707
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posiion sppiying for: LU/ Zvy Salary desired: 4,.,,_"’{ LA
Are you curraptly ;ﬁgls;t:rad with any staffing andfor smployment agencies? if so, please list

A 4
Are you applying fort afi-tirse work? Yes__ No__ Parttime work? Yes_ Y. No._.

work? Yes ... N Fromi Tot
il iy proper name of source)

awspaper [} Job Falf [} Agency (1 Company Wﬂby:lij {5

eking? _// MK fc’(7/-'iﬁ{ y

Additionally, the hours may vary from

‘Tomporary wark, 8.9, Summer or holiday
How did you find out about our open position? (Plense ched
Referral [T] Name of Referral / I L (O LN 2

Other Wab Posting [T Other Source | \//
Could you work overtima, if natassary? vesV No .. # hited, on what date could you startwo

sehedules and shifts may vary depending on position and seasoil.

Please keep in mind that
waek to week, depending on the company needs, Please list only the times/days you're availabla to work below.

| SPECIFY HOURS SUNDAY MONDAY TUESDAY WEDNESOAY THURSDAY FRIDAY SATURDAY
| AVAILABLE
A DAILY - - ' ; T 47 st
B AMm e 700 700 5790 | 9. 00 LA iy | Al A1V
{ e T 70 5T 7 AL ey
| M [ i, 00 TN TN PRI A Al L A Ay
| | Doyou have any vacations or cxtended leaves planned in the next Thmenths? i so, pleass list dates: / 7

worked for Acrobat Dutsourcing pefore? Yes_ No L 1f yes, when?

Have you ever 2pplied 10 o
%
Do you have friends of salatives working for Acrebat Outsourcing? YesMNo;_,\{_' if yas, please state narme and relgtionship
if hired, would you have a reliable means of transportation to and from work? Yes Z No_._.
1 1o live and work in this country? vesl K No__.

{# hired, can you prasent avidence of your legal rig

, i you are under 18, hire Is subjectio varitfication that you are of minimum legal age to work.

Yss_‘m/ Mo

1f no, descrive the functions that cannot be parformed. {Note: We comply with tha ADA and consider reasonable accommodation
measures that may be necessary for eligible applicants/employees 1o parform essential functions.)

State age if you are under 18

Are you able to perfonm the sssential functions of the job forwiich you are applying?

par
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Pursuant to any and all Fair Chance Ordinances, we will consider for employment qualified applicants with arrest

and conviction records.

i NAME OF SCHQOL CITY & STATE
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Do you have any special licenses, rorilcaies or special taining? if
50 please list under "Special’.
Are you computer literate? if 50, list software knowledge undst

“Spacial,” "
Are you proficient with Point of Sales Systems? {f, so plaase list C/ j‘fﬁ/ NO
jhich ones under “Special.” e e
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Dates of Employment: From To

Reason for Leaving:

Acrobat

autsaurdni

Yeur Hospitality Statfing Professions

Name and Addrass of Employer

Type of Business
Your Position and Dutles

isurs Name
- Tolephone No. | ;. Superiso ‘

Daies of Employment: From T

FO350N for Leaving:

Have you ever been fired from any pravious plage of ampl

oyment? 150, plesse pxplain:

Have you abtained any special skills of abiies as the result o
if 50, describe:

1 servics in the military? vas . No /

t three years.
List below three persons not refated to you who have knowicdge of your work performance within Z/\?e)@t
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/ ﬁ/ 24 fb% {4 Number of Yaars Ax:quaimed )
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Addraess |
Relationship: Number of Years Acquaintad:
Occupation: (




"
3
&

H

L

Acrobat

outsourcn
Your Hospitality Statfing Professiona

Flease Read Carefully, Initial Each Paragraph and Sign Below

| hereby certity that | have net knowingly withheld any informalicn that might adversely affact my chances for
employment and that the answers given by me ars trua and correct to the best of my Knovdedgs. 1 further ce

that 1, the undersigned applicant, have personally complsted this appiication. | understand that any omission or
misstatement of material facts on this application or on any documant used 1o secure amployment shall ba grounds

for rejection of this application or for immediate discharge if | am amployed, regardless of the time elapsad bafore
discovery,
y .

g
e § hereby authorize Acrobat Cutsourcing to thoroughly investigate my references, work record, education and other

e

e
p
S

matlers related to my Suitability for smployment and, further, authorize the references | have listed to disclose 1o the
company any and all letters, reports and other information related to my work records, without giving me prior notice
of such disclosure. In addition, 1 hersby releass the company, my formar employers and all other persons,
corporations, partnershins and associations from any and all claims, demands or Babilities arising out of or in any
way related 1o such investigation or disclosure,

. | T1ETEDY aUthoriza Acrobat Quisourcing and s duthorized representatives to solicit information fagarding my

background, which may include but not be fimitad 1o, Information about my employmant, sducation, andfor crirminal
history, which may be in the files of any federal, state, or jocal eriminal justice and law enforcament agency and

. general public records history,

e

oill | understand that if selected for hire, it will ba necessary for me to provide satisfactory evidence of my identity and

o
-

& o ~
%V

1
¥

‘»_?..n‘ s

legal authority to work in e United States, and that federa) immigration laws require me to complete an 1§ form in
this regard within three days of my hirs date, ¢

ol i, PETObEY Outsourcing Is an atwill amployer, | understand that nothing contained in the application, or convayed

during any interview, which ma be granted or during my srployment, if hired, is intended 1o craate an amployment
mn%zgm b};waaﬁ me and the cimpagny. in addition, 1 understand and agree that j"f | am amployed, my gmafﬁymam
is for no definite or determinable period and may be terminated at any time, with or withowt prior notice, with or
without causs, at the option of sither myself or the Company, and that no promises or rapmstanwﬁozfs sontrary to
the foragoing are binding on the company unless made in writing and signed by me and the company’s designated
representative, y

{ heraby acknowladge that | have read and understand the above stafemems:
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ol 7/0¢/,
R A s IAXO L) T
Applicant’s Signature / ,.)sf/{,f - / Date ,;, T
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E-Verify

Case Verification Number: 2019149131008BJ

Report prepared: 05/29/2019

E-Verify Case Processing: View/Prir " tails

Company Information

Company ID: 139349
Client Company ID: 139349

Employee Information

Name: Connor B. Hussey
U.S. Social Security Number: ***-*x.9507
Citizenship Status: U.S. Citizen

Document Information

List A Document: U.S. Passport or Passport Card
Document Number: 518559032

Case Information

Current Case Result: Closed

Case Status: Employment Authorized

https://everify.uscis.gov/c/cases/2019149131008BJ/view

Company Name: Acrobat Qutsourcing

Client Company Name: Acrobat Outsourcing

Date of Birth: 11/07/1993

Employee's First Day of Employment; 05/29/2019

Expiration Date: 06/17/2024

Case Submitted By: Debbie McKee

Reason for Closure: Employment Authorized Auto
Close

11



Form W-4 (2019)

Future developments, For the iatest
infarmation about any future developments
rofated to Form W-4, such as legisiation
enacted after it was published, go to
www.irs.goviFormyWd,

Purpese, Complate Form W-4 so that your
amployer can withhold the comect federat
inwome tax from your pay. Consider
completing a new Form 'W-4 ench year and
whan your personal or financial siiuation
changes.

Exomption trom withholding. You may
claim exemption from withholding for 2019
# both of the following apply.

= For 2018 you tiad 2 right to a refund of all
faderal income tax withhield because vou
had no tax liablity, and

« For 2019 you expect a refund of all
federal income tax withhald because you
axpoact 1o have no ax Hability,

i you're exernpt, complete only tines 1, 2,
3, 4, and 7 and sign the form to validate it,
Your axemption for 2019 expires February
17, 2020. See Pub, 508, Tax Withholding
and Estimatod Tax, 1o leam more about
wivather you gualify for exemption from
withholding.

General Instructions

i you aren’t exemnpt, follow the rest of
these instructions 1o datermins the numbar

of withholding allowances you should ¢laim

for withholding for 2018 and any additiona
amount of tax 1o have withheld. For regular
. wages, withholding must be based on
allowances you dlaimod and may notbe a
fiat srnourt or peccentage of wages.

You can also uso the calculator at
www.irs.goviWdApp 10 determine your
tax withholding more accurately. Considor

Form W'4

Lapartraent of the Traatury
frtogrl Faverus Sordue

using this caloulator i you have a more
complicated tax situation, such as if you
have a working spouse, more than ong job,
or a targe amount of nonwage Incoms not
sublect 1o withholding oulside of your iob.
After your Form W-4 takes effect, you can
atso use 1his calculator 10 see how the
amount of tax you're having withtheld
sompares 1o your projected total tax for
2019, i you use the caleudator, you don't
noad to completn any of the worksheels for
Foorm Wed,

Note that if you have 100 much tax
withheld, you will recelve a refund when you
o your tax return. i you have too fittle tax
withhetd, you will owe tax when you fie your
tax return, and you might owe a penalty,

Fliers with multiple jobs or working
spouses, if you have more than ong ob at
atime, or if you're marred fiing jointly and
your spouse is also working, read ali of the
instructions including the instructions for
tha Two-Earmers/Multiple Jobs Workshest
betors beginning

Nonwage income. if you have a large
armount of nonwage income not sublect to
withholding, such as nterest or dividends,
consider making estimated tax paymeanis
using Form 1040-E8, Estimated Tax for
Indviduals. Otheraise, you might owe
additional tax, Or, you can use the
Deductions, Adjustrents, and Additional
income Workshest on page 3 or the
palgdator al winwirs.goWWdApp 1o make
sure you have enough tax withbeld from
your paycheck, If you have pension or
annuity incoms, see Pub. 505 or use the
caloulator at www.irs.goviWaApp 1o fing
out if you should adjust vour withholding
o Form Wed or Wadp,

Nonresident alien. If you're a nonresident
alien, seo Notice 1392, Supplemental Form
W-4 Instructions for Nonresident Aliens,
wefore gompleting this form,

Specific Instructions
Personal Allowances Worksheet

Complats this workshest on page 3 first to
daterming the nurmber of withhelding
affowances to claim,

Line C, Head of household please note:
Generally, you may claim head of household
filing status on your tax retum only { you're
unmartiod and pay mors than 50% of the
cosis of keeping up a homa for yourself and
o qualitying individual. See Pub. 501 for
more infornation about fing statusg,

Line E. Child tax credit. When you fie your
tax return, you may be eligible to caima
child 1ax cradit for each of your eligible
children, To qualify, the chid must be under
age 17 as of December 31, must be your
dependent who lives with you for more than
hatf 1o year, and must have o valid seoial
seturity number, To learn mons about this
grodit, see Pubs, 972, Child Tax Credit. To
reduce the tax withheld from your pay by
1aking this credit into soccount, follow the
instructions on fine B of the worksheet. On
the worksheet you will be asked about your
fotal incorme. For this purposs, total income
inciudes 4l of your wages and other
income, including Income samed by 4
spouse if vou are filing a joint return,

Line F. Credit for other dependents,
When you file your tax relum, you may bo
sligible o claim a credit for other
dependents for whom a child tax credit
can’t be claimed, such as a gualifying child
who doesn’t meat the age or social
speurity number requirernant for the child
tax cradit, or o quaditying relative. To lsam
more gbout this credit, seo Pub. 972. To
raducs the tax withheld from your pay by
takdng this credit into account, Toliow the
instructions on jine F of the worksheet, On
tho worksheet, you will be asked about
wour total income, For this purpose, otal

Soparate here and give Form Wt to your employer. Keep the workshesi{s) for your records. e

Employee’s Withholding Allowance Certificate

» Whotheor you're sntitied to ¢laim a cerlaln number of alicwiansces or exemption from withholding is
sutsfect to review by the RS, Your employer may be required 10 send 3 copy of this form (o the RS,

D808 No, 1845-0074

2019

1 4 Your first name aogd m

[ U )

1 initlal

mmﬁ %

’5‘)",, 2ol ’f»zr’n-"
¢/

;vic;fm aaamwwm and 5::&:‘: or m:ni/;ruw;

/" AT

~
3 Mgl

fA Sl A

T IMarmed L] Married, bt withbold at higher Single rate,
Note: if marriod Hing separately, check *Manind, bt withhold at higher Single rate.”

4; ; OF 1AV, mics am:i 2’15’ c*{xﬁs C,/ a 4 ltyour last namo dittars trom that shown on your soclal security card,
( WE 5‘(/ y/) / / A! / / check hrara, You must call 800-77241213 for a replacement card.  » [ 1
5 Total ndmber of aﬁc;wanm,; yau're claiming {from the applicable workshaet on the foliowing pages) . . . . 5 [

6  Additionsl amount, if any, you want withheld from each paycheck . .
7

| staim examplion from withholding for 2019, and | certily that | mast both of tf"e foﬂomng cmdiaons for axemption.
» Last year | had adght 10 a rofund of il federal Income tax withheld pecause | bad no tax hability, and
« This year | expect a refund o all federal income tax withheld because | axpm to have no tax liabiity,

if you meet both conditions, write "Exempt” here, . . i g

. s 618

i A

Unider panalties of perdury, 1 declare that | have examined this cemf

(] f»l/lfﬂ

Em;:ioyeo’a signaturs
{This form is not valid unless you sign iLi»

S ?ha baﬁ" 0f my knm';‘iedge and belied, it is trup,

ca:;wik and gfamp&au,.
i Wi
¢ f f

i v
Date » - / ",\’ £ ; s.f

£ Employers name and atdress {Employer: Complate boxes B ardd w"ﬁ surding 1o A8 U complete 9 ﬁr&!‘dm ot 10 Employer Wantfication
Bowes 8, 9, snd 10 # sending to Stiste Directory of New Hires} ! employment punber {EIN
For Privacy Act snd Paperwork Redaction Act Notice, sé¢ page 4, Cat, No, 10220G Forn Wed o9




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 10 disciplinary action. Employees must clock in and out at all client sites.

Absenteeism: is defined as failure to report for work without prior approval of the Acrobat Qutsourcing Staffing Supervisor.
Tardiness: is defined as arriving late for work or returning late from brezks/meels, 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 o your scheduled shift, you are required to give us 24-hour notice for a
cancellation!

Tlness: 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 automatic termination.

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

Disciplinary Action

First Occurrence: Verbal Warning from Staffing Marager.

Second Occurrence: Employee will receive a written counseling form and placed on suspension. Any additional occuorences may
result in further disciplinary action up to znd including termination.

s Corn 0GPty

Ihjury Reporting Acknowledgement

Acrobat Outsourcing is committed to providing and maintaining & 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 ensafe conditions as well as accidents, If your
Hranch is located in Orlando, Atlanta or Auburn, all personnel injuries, regardless of severity, should be repc?rted im@»?diaxely to 1~
800-252-5275 and give the nurse the Acrobat code: DS9860. If your branch is in another Acrobat location the injury must be
reported immediately o 1-800-252-5275 and give the murse the Acrobat code: 981100. Additionaily, you must notify your

sapervisor or Acrobat representative. Furthermore, the injury will be investigated and you will be asked details about how the injury
cecurred.

Acrobat Outsourcing reserves the right to test any employee, subject to state law and/or other contractual obligations, includiqg but
not limited to preemployment (including newly hired. rehired or reinstated employees), job transfers, reasgnable 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:

¢ a positive test for any drug not prescribed by 2 physician
o a deliberately tampered with or adulterated sample;
e =z refusal to take the test.

https//www.taborca.net/fempDocs.aspx?7iid=50958 1/4



Asking another person to take the test, ™ aking the test for another employee will resw.  Separation of Employment for all
ermloyess involved in the incident.

Please note, providing false information, or omitting pertnent information regarding 2 work-telated injury will lead to termination,
Anv employee discoversd to be meking a fraudulent report wili be reporied to the Department of Insurance Regulation and
prosecuted to the full extent of the law.

1, the undersigned employee, have read and understand employes injury reporting process. I understand that any work-related injury
or ‘liness must be reported immediately to 1-800-252-5273 and the Acrobat supervisor.

iigﬁamii/)m %Wj

Unlawful Harassment & Sexual Harassment Policy

Acrobat Qutsowcing is committed 10 a work environment in which ell individuals are treated with respect ané dignity. Each
individual has the right 10 work in a professional atmosphere that promotes equal employment opportunities and prohibits unlawfil
dizcriminatory practices, inciuding harassment. Therefore, Acrobat Ouisourcing expeces that all relationships among persons in the
office will be business-like and free of bias, prejudice, and harassment.

A.robat Qutsourcing has developed this policy to ensure that all its employees can work in an environment free from unlawful
harassment, diserimination, and retzliation. Acrobat Qutsourcing will mnake 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 end resolved
ajipropriately.

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 individuals of a particular gender, or any other
protected characteristic, from participating in business or work-~related social activities or discussions. In other words, #to one should
make the mistake of engaging in discrimination or exclusion to zvoid allegations of harassment. The law and the policies of Acrobat
Outsourcing prohibit disparate treatment on the basis of sex or any other proiected characteristic, with regard to terms, conditions,
privileges, and perquisites of employment. The prohibitions against harassment, discrimination, and retzliation are intended to
complement and further those policies, not to form the basis of 2z exception 1o them.

Eqpal Employment Opportunity

It is the policy of Acrobat Outsourcing to ensure equal employment opporrunity without discrimination or harassment on the basis
of race, color, religion, sex, sexual orientation, gender identity or expression, 2gs, disabi}lty, mantal status, c1t12§nsl_11p? na:nonal
otigin, genetic information, or any other characteristic protected by law. Acrobat Outsourcing prokibits any such discrimination or
harassment.

Retaliation

Asrobat Qutsourcing encourages reporting of all perceived incidents of discrimination or harassment. It is the policy of écz_‘o‘nat
Cutsourcing to promptly and thoroughly investigate such reports. Acrobat Qutsourcing prohibits retaliation against any individual
who reports discrimination or karassment 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 2) 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 besis for employment decisions affecting such individual, or c) 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.

httpe. Awvww taborea.net/emplioes.2spx Plid=50858 244




Title VII of the Civil Rights Act of 754 recognizes two tvpes of sexual harasst . a) quid pro quo and b) hostile work
environment. Sexual harassment may i...ude & range of subtle and not-so-subile behaviors and may invoive individuals of the same
or different gender. Depending on the circumstances, these behaviors may inciude unwanted sexual advances or requests for sexual
fasrors; sexual jokes and innuendo; verbal abuse of 2 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 visuzl conduct of a sexual nature,

Harassment

Barassment on the basis of zny other protected cheracteristic is also swictly prohibited. Under this policy, harassment is verbal,
-writien or physical conduct that denigrates or shows hostility or aversion toward an individual because of his or her race, color,
re‘igion, sex, sexual orientation, gender identity or expression, pational origin, age, disability, marital status, citizenship, genetic
information, or any other characteristic protected by law, or that of kis or her relatives, friends or associates, and that: a) has the
putpose or effect of creating an intimidating, hostile or offensive work environment, b) has the purpose or effect of unreasonably
Jinterfering with an individual’s work performance, or ¢) otherwise adversely affects an individual’s employment opportunities.

Harzassing conduct includes epithets, slurs or negative stereotyping; threstening, intimidaring or hostile acts; denigrating jokes; and
written or graphic material thar denigrates or shows hostility or eversion toward an individual or group that is placed on walls or
elsewhere on the employer’s premises or circulazed 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.

Individaals and Conduct Covered

T.h&se policies apply to 21l applicants and employess, whether relaed 1o conduct engaged in by fellow employees or by someone not
directly connected to Acrobat Qutsourcing (e.g., an ousside vendor, consuitant or customer),

Careduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as
dijring business frips, business meetings, and business-related social events.

Raporting ap Incident of Harassment, Discrimination or Retaliation

Acrobat Qutsourcing encourages reporting of all perceived incidents of discrimination, harassment or retaliation, regardless of the
ciffender’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 Acrober Ouisourcing 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.

I addition, Acrobat Quisourcing encourages individuals who believe they are being subjectsd to such conduct to promptly advise
the offender that his or her behavior is unwelcome and to request that it be disconiinued. Often this action zlone will resolve the

‘prablem. Acrobat Qutsourcing recognizes, however, thet an individuel may prefer to pursue the matter through complaint
precedures.

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

Acrobat Outsourcing encourages the prompt reporting of complaints or concsms so that rapid and constructive action can be taken -
before relationships become irreparebly strained. Therefore, while no fixed reporting period has been established, early reposting
and intervention have proven to be the most effective method of resolving actual or perceived incidents of harassment,

Aty reported zllegations 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 conduet or may have other relevant knowledge. :

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

_ﬁ;etaliation against an individual for reporting harassment or discrimination or for participating in an-invc'asﬁgaﬁqu 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.

I;Jﬁsconduct constituting harassment, discrimination or retaliation will be dealt with appropriately. Responsive action may include,
Tor example, trzining, referral to counseling or disciplinary action such as 2 warning, reprimand, withholding of 2 promotion or pay
increase, reassignment, temporary suspension without pay, or termination, as Acrobat Ouisoureing believes appropriate under the
cf curnstances.
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1f a party to a complaint does not agree»=th its resolution, that party may appealto Ste  cher, Chief Executive Officer.

Fa'se and malicious complaints of harassment, discrimination or retaliation (as opposed to complaints th

ai, even if erroneous, are
ma.le in good faith) may be the subject of an appropriae disciplinary zction.

Acknowledgment

I kave read and understand all above policies

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 nanure 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 custorzers. Such trade

secret information includes, but is not limited to, software, mventions, 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 made secrets, directly or indirectly, or use them in any way, either during
the ‘erm of my employment or at any time thereafier, except as required in the course of my employment with Acrobat OQutsourcing.
I understand that I am immune from civil or criminal liability for disclosing trade secrets for the purpose of reporting or
investigating a suspected violation of law, or for disclosing trade secrets in & legel proceeding if the information is filed under seal..

I also understand that client lists of Acrobat Outsourcing, for which I bave, or may have, access to during my employment, are trade
secrets and shall be solely the property of Acrobat Outsourcing. I agree that I shell neither directly nor indirectly solicit business ag
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 Acrobar Quisourcing and that this agreement is not to be construed ag
constituting a promise of continued employment.

Sig e, ﬂm o
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