Nov. 2012-Presen:

: PRUNE-Server

May 2017-May 2018

“
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Patrick Truhler
2334 28" ave Apt 20

-s1ona. NY ceil: 303-669-2901
11102
UNION SQUARE CAFE- Server New York. NY

~rovide guests at Danny Meyer's flagship restaurant with ‘Enlightened Hospitality'
wreate a fun and welcoming atmosphere for guests to enjoy world class cuisine
Waork with world class Somms and Master Somms on new wine otrenngs
Timely communication with the chef, kitchen, managers, and partners on the ficor
£naage guests and staff with updates on the transition of USC

New York, NY

Serve guests in the high volume LES restaurant owned by Gabrielle Hamilton

Help prep the floor, bar, and kitchen for service

Stav up to date on New York food, wine, and beverage trends

Maintain a clean, safe, and stocked restaurant by taking inventory and weekly deep ciean
Comply with NYC DOH protocol and communicate with managers during inspections

CAFE CLUNY- Bartender/Barista New York, NY
Jan, 2016-Auqust 2016

Knowledge in a wide array of coffee, cold, and alcoholic drinks

Operate a ten seat bar while actina as service bartender

Gather juices, liquor, mixes, and stock based on projected guest volume

Maintain professionalism in a high celebrity restaurant and notify management of press

DITCH PLAINS UWS- Server/Bartender New York, NY

Jan. 2011-Nov. 2012

@
»
*

uUpened Marc Murphy’s second Diteh Plains oyster barffish shack on the UWS
Manage larger sections in a casual atmosphere

Gain knowledge of food, wine, and cocktail trends and parrings

Operate and manage a 15 seat bar during peak restaurant nours

? INSTITUTIONAL INVESTOR- Researcher New York, NY
-‘i Aug. 2010-Nov. 2010(Temporary) ;

£ducation;

B R BRI WA S

"

* & 8 =

Communicate with respected financial firms in order to obtain intelligence for magazine
publications

Establish relationships with Analysts/Portfolio Managers/CFAs

Stav organized with multiple projects while supporting a high phoning volume

Compile data in order to submit to the Project Manager

TE CORNERSTONE - Leasing Assistant/Office Assistant New York, NY
Oct. 2009 - Aug. 2010

Gain knowledge of real estate selling points (i.e. Neighborhood, market trends, terminoiogy)
Promoted within two months of hire from showing apartments to Leasing Assistant

Examine applications in order to figure out supporting documents needed

Strong understanding of financial forms and terminology (Le. Tax returns, CPA’s, S-corps, IRA’s,
Investments, Non-profits, Gross vs. Net;

Aid in the lease-up of a brand new, luxury high rise complex boasting 800+ apartments

SkillsiRecognitions:

University of Colorado- Boulder ¢+ Proficient in: PowerPoint, Excel, Word(60 wpm)
Graduated 2009: BFA-Theatre *  Certified in TiPS restaurant raiming
3.6 GPA overall/ 3.8 Theatre GPA +  Skilled with Mac and PC systems

References available upon request
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Acrobat

putsourcing
Your Hospitality Statfing Professionats

Employment Application

Acrobat Outsourcing is an equal opportunity employer dedicated to non-discrimination in all employment practices. Acrobat
Outsourcing selects the best qualified individual for the job based on job-related gualifications regardless of race, age (404},
color, religion, gender, national origin, ancestry, marital status, sexual orientation, disability or any other status protected by
applicable law.

Full Name ??M'Q_K/iéw ﬁ;iﬁ%{ Date: V) !Zﬁjmkc’g
}Tiome Telephone {M’ﬁ"z)} { d/ ﬁq “ Zﬁ@? Other Teleghone | '

) o
Present Address Py~ XS A%?"Z} it 6&‘%}‘7} Fw}ﬁ, % ALanlift ﬁk}i”f m@@
Sermanent Address, if different from present address:

Email Address ’;33“3’"3 shler & aMad \.Com

S e e e i

S

Position applying for: f%i’%‘ &WT{. Salary desired: Z.,i{) / hﬁr’ﬂ“

e you c-grram%y ragisterad with any staffing and/or pmployment age{wi%? it 5o, please list

7
Are you applying for: Eull-time work? Yes__ No___ Part-time work? Yes)’_i Mo ..
Temporary work, 8.g., summer or holiday work? Yes___ No__.  From: To :
How did ygﬁnd out about our open pasitinng,?(P!ease check fill in proper name of source}:
Name of Referral ﬁaﬂ;}h\) AHROHAEDT Newspaper [ Job Fair [ Agency [] Company Website []

Other Web Posting [1 Other Source 1] .
Could you work overtime, if necessary? ves___No__ ifhired, onwhat date could you start working?

Please keep in mind that schedules and shifts may vary dapendin; on pasitféﬁ 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 bolow.

SPECIFY HOURS SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY .1 SATURDAY
AVAILABLE
% DAILY
5 AM
PM
Do you have any vacations or extonded leaves pianned in the next 12 months? If 50, please list dates:

Have you ever applied to or worked for Acrobat Outsourcing before?  Yes_ No N ifyes, when?

Do you have friends or relatives working for Acrobat Qutsourcing? Yes__ No _/ if yes, please staté name and relationship

I hired, would you have a reflable means of transportation to and from work?
¥ hired, can you present evidence of your legal right o ve and work in this country? Yasn' No___

State age if you are under 18

. i you are under 18, hire is subject varification that you 7 minimum legal age to work.

Are you able to perorm the essantial funcilons of the job for which you are applying? yesh/ No_

If no, descrine the functions hat cannot be performed. (Note: We comply with the ADA and consider rpasonable accommodation

measures that may be necessary for aligible applicants/employees to perform essential functions.)
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Acrobat

_ ) suisourein
Your Hospitality Staffing Professiona

Pursuant to any and all Fair Chance Ordinances, wa will i
consider for employment qualified i
and conviction records, ' e . SIS S

NAME OF SCHOOL CITY & STATE GRADE ORDEGREE | DID YOU GRADUATE?
COMPLETED :

Unw_or (aoesdne Gooroer (O BEA 6 50)

Do you have any special licenses, certificates or spacial rraining? i
$0 please list undar "Special”.

NO

gre you computer ierate? | 5o, st software knowledge under NG
“Special.”
Are you proficient with Point of Sales Systams? If, so please st NO
ggehich ones under "Special” ) k =

© you have any other exparience, training, qualifications or special - =3
skifls, which you feel make you espacially suited for work at Acrobat N A Q/j
Qutsourcing? If so, please list under “Special.”

Speciak

pecial-
i Mm‘iﬁb%h?é, ALL‘M

List below all present and past employmant g with your most recent employer (last 10 years is sufficienth. Account for unamplogment perods of three
MSNhs O more.
N

Are you currently employed? Yes f¢] If 50, may we contact your current employer? Y

Name and Address of Employer { )&X\DQ 6@434‘\'{213/ (:tﬁ':{r:
Type of Business %aiephone No. (; 22 .} Zﬁ;’x an) Supervisor's Name }}ﬂﬁfa}% (! <5?Jiw
,{{’ .

Your Pesition and Duties__ 1Dl

Mo ..

Dates of Employment: meﬁ}/;\]* %17/1‘0 ?@:&%&Wf

Reason for Leaving:

. Name and Address of Employer ?&U t\}(_‘//

+ 7 : - o / v 3

.'?we of Business E@_Jgﬁﬂr Telephone No. { ) Superviser's Name ZG?T f\étm.%m}‘? éﬁ“»:/g;zfd ’
i

Your Position and Duties @P [ AL LS

Dates of Employment: Fremi%&ﬂ Iz, (Fro Mﬁo o9
Reason for Leaving: { Mﬁi{ﬂ’{

Name and Addrass of Employer

Telephone No. { 3 Supervisor's Name

Type of Business _

vour Pasition and Duties




Acrobat

outsourcing
Your Hospitality Statfing Professionals

Dates of Employment: From | To

Reason for Laaving:

* Name and Address of Employer

Type of Business

Your Position and Duties

Telaphona No. { Supervisor's Name

ey

Dates of Employment: From To

?’gg&sca for Leaving:

Have you ever been fired from any previous place of employment? i so, please explain: __AJC>

Have you obtained any special skills or abiliies as the result of service in the military? Yes, Mg ™
if s0, describe:

List below three persans not related to you who have knowledge of your work performance within the last three years.

Name: __Hawufit et ‘ .. ' TelephoneNo. {17 ) 7M%A-40Z0

Address ' £ : '

Qccupation: ; o [ ?E;’E(J{Y hb, Relationship: .,‘f)m%laﬁf%’b Number of Years Acquainted: L_
Name: 2 Telephone No.  ( )

Address '

Occupation: ) Relationship: Number of Years Acquainted:
;lame: . ,felephone No. ( b

Address

Cecupation: : Relationship: 1 ‘ . Number of Years Acquainted:

s
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Applicant’s Sig tum / i

Acrobat

outsourcing
Your Hospitality Statfing Professionals

Please Read Carefully, Initial Each Paragraph and Sign Below

| hereby certify that | have not knowingly withheld any information that might adversely affect my chances for
employment and that the answers given by mae are true and correct to the best of my knowledge. | further certify
that |, the undersigned applicant, have personally completed this application. 1 understand that any amission or
misstatermnent of material facis on this application or on any document usad 1o secure employment shail be grounds
for rejection of this application or for immediate discharge if | am employed, regardless of the time elapsed before
discovery.

| heraby authorize Acrobat Outsourcing 10 thoroughly investigate my references, work record, education and other
matters related to my suitability for employment and, further, authorize the references { have listed to disclose to the
company any and all letters, reports and other information related 1o my work racords, without giving me prior notice
of such disclosure. In addition, | hereby release the company, my former employers and all other persons,
corporations, partnerships and associations from any and all claims, demands or liabilities arising out of or in any
way related to such investigation or disclosure.

| hereby authorize Acrobat Outsourcing and lts authorized repressntatives o solicit information regarding my
background, which may include but not be limited to, information about my amploymant, education, and/or criminal
history, which may be In the files of any federal, state, or local criminal justice and law enforcement agency and
general public records history.

| undarstand that if selected for hire, it will be necessary for me 1o provide satisfactory evidence of my identity and
legal authority 1o work in the United States, and that federal immigration laws require me o complete an -8 form In
this regard within three days of my hire date.

Acrobat Outsourcing is an at-will employer. 1 understand that nothing contained in the application, or conveyed
during any interview, which may be granted or during my employment, if hired, is intanded to create an employment
contract between me and the company. In addition, | understand and agres that If | am emgployed, my employment
is for no definite or determinable period and ray be terminated at any time, with or without prior notice, with or
without causs, at the option of sither myseif or the company, and that no promises or representations contrary
the foragoing are binding on the comparny urless mads in writing and signed by me and the comgpany's designaled
representative. : :

i hereby acknowledge that | have read andyndersiand the above statements.




E-Verify

Case Verification Number: 2019149193759DA

Report prepared: 05/29/2019

E-Verify Case Processing: View/Print [ “Is

Company Information
Company ID: 139349

Client Company ID: 139349

Employee Information

Name: Patrick D. Truhler
U.S. Social Security Number; ***-*+.3267
Citizenship Status: U.S. Citizen

Document Information

Company Name: Acrobat Outsourcing

Client Company Name: Acrobat Outsourcing

Date of Birth: 02/04/1987

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

List A Document: U.S. Passport or Passport Card
Document Number: 580085207

Case Information

Current Case Result: Closed

Case Status: Employment Authorized

http 3://everify.uscis.gov/c/cases/2019149193759DA/view

Expiration Date: 09/05/2027

Case Submitted By: Debbie McKee

Reason for Closure: Employment Authorized Auto
Close

17
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Form W-4 (2019)

Future developments. For the latest
information about any future dovelopmants
related 10 Form Wed, such as legistation
enacted after it was published, goto
WwWw.irs. goviFormwd4.,

Purpose. Complete Form W4 so that your
employer can withhold the correct federal
income tax from your pay, Consider
completing a new Form W4 aach year and
when your personal or financiad situation
thanges.

Exemption from withholding. You may
claim exemption from withholding for 2016
if both of the following apply.

+ For 2018 you had a right to a refund of alf
federal income tax withhald because you
had no tax liability, and

* For 2018 you expeat a refund of all
federal income tax withheld because you
£xpect 10 have no tax liabifity,

ltyou're exempt, complate only fines 1 iy

3, 4, and 7 and sign the form to validate it,

Your exemption for 2019 expiros Febru,

17, 2020. See Pub, 508, Tax Withholding

and Estimated Tax, 1o feam more about

whether you qualify for exemption from
olding.

General Instructions

I you aren’t exempt, follow tha rest of
thess instructions to determine the number
of withholding allowances you should claim
for vithholding for 2019 and any additional
amount of 1ax to have withhald, For regular
wages, withholding must be based on
allowances you claimed and maynotbea
flat amount or percentage of wages,

You can also use the calculator at
www.irs.gov/WdApp to determine your
tax withholding more accurataly. Consider

using this calculator # you have a more
complicated tax situation, sueh as i Yoz
have a working spouse, more than one iob,
of alargs amount of nonwage ncome not
subject 1o withholding outside of your job.
After your Form W-4 takes effect, you can
also use this calculater to see how the
amount 6f tax you're having withhold
COmpares 1o your projected total tax for
2019, If you use the caleulator, you doun't
nood to complote any of the workshests for
Form W-4,

Note that if you bave too much tax
withheld, you will receive a refund whan you
file your tax retuen. 1f you have too little tax
withheld, you will owe tax when yiou fle your
tax return, and you might owe a penalty,

Filers with multiple jobs or working
spouses. If you have more than one job at
atime, of if you're marvied fifing jointly and
your spouse is also working, read all of the
instructions including the instructions for
the Two-Enrners/Multiple Jobs Worksheet
before beginning,

Nonwaga income. If vou have & large
armount of nonwags income not subject 10
withholding, such as interest or dividends,
consider making estimated {ax paymsnis
using Form 1040-ES, Estimated Tax for
Individuals. Otherwise, you might owe
additional tax, Or, you can use the
Deductions, Adjustments, and Additional
Incorme Worksheet on page 3 or the
calculator at WWWIrS goviWAARD 1o make
SUre you have enough tax withheld from
your paycheck. if you have pension or
annuity income, see Pub, 505 or use ths
calculator at WwWW.irs. goviWaApp o fing
out if you should adjust your withholding
on Form Wed or W.4p,

Nonresident alien. 1 you're a nonresident
alien, sse Notice 1362, Supplemental Form
W-4 Instructions for Nonrasident Alians,
before completing this form,

Specific Instructions

Personal Allowances Worksheet

Complete this workshest on page 3 first to
datermine the number of withholding
allowances to claim,

Line C. Head of household please note:
Generally, you may ciaim head of nousehold
filing status on your tax retum only if you're
unmarried and pay more than 50% of the
costs of keeping up a home for yourself and
a qualifying Individual, See Pub. 501 for
mare information about filing status,

Line E. Child tax credit. When you fils your
fax return, you may bas eligible to claim a
child tax credit for each of your eligibie
children. To qualify, the ¢hild must be under
age 17 as of Decemnber 31, must be your
dapendant who lives with you for more than
half the year, and must have a valid sogial
security number. To learn more about this
ceadit, see Pub, 972, Child Tax Credit, To
reduce the tax withheld from your pay by
iaking this credit into account, follow the
instructions on line £ of the worksheet. On
the workstieat you will be asked about YOUr
total income. For this purposs, total incomae
includes all of your wages and other
ingame, including Income samed by a
spouse if you are filing a joint retun,

Line F. Credit for other dependents.
When you fife your tax ratum, you may be
eligible to claim a credit for other
dependents for whom a child tax credit
can't be claimed, such as 3 qualifying child
who dogsn’t meet the age or social
securily number requirement for the child
tax crodit, or 4 qualifying relative. To lsam
muore about this credit, see Pub, 972. To
reduce the tax withheld from your pay by
taking this credit into account, foliow the

i or line F of the worksheet, On
the worksheet, you will be asked about
your total income. For this purpose, total

~~~~~~~~~~~~~~~~~~~~~~~~~~~ Separate here and give Form W4 to your smployer. Keep the worksheet(s) 10r yoUr records, - ewmeeoms s omeeon.

ror W=4

Cupartrriont of the Tressiry
detenigd Vit

Employee’s Withholding Allowance Certificate

> Whether you're entitied to claim a certain ber of all LS OF pX6r

from withholding is

mvmmrwiwhyﬁwmnwmwyarmnmwwﬂoundhow;ef

OME No, 15451074
1his form to the RS,

2019

}P‘?mr Tt e and micddie intid

e D

Last

%{}M /

Yo 72 2207

3 Mlsinge [n

w i at higher Single rete.

Note: Hf rasriad fillng separately, chick “Marded, Bt withhold at higher Single rate.”

ZS%” éi{m ﬁ?;géﬁw 4 \};"). ﬁ'm 9

City o town, state, and ZIP code

2l WY LIOZ

4 1 your lagt name diftars from that shown on your social security card,
Shock here. You must call 860-772-1213 for a roplacement card, B {7

5 Total number of aliowances vou're claiming {from the applicable workshaest on the following pages) . . . .

6 Additional amount, If any, you want withheld from each paycheck . .

7 1dlaim axempticn irom withholding for 2019, and | cartity that | meet both of the following conditions for sxamption.
* Last year | had a right (o a refund of all federal income tax withheld because | had no tax liabﬂ’sfy, ami
* Tris year | expect a refund of all federal Income tax withheld because | expect 1o have no tax liability.
i you meet both conditions, write “Exem

PO

> 7]

Undar penalties of pedury, | declare that 1 i

Employee’s signaturs )
{This Torm is not vaid unless you s

corill , 10 the best of my knowl

edge and belie, it is true, conset, ard complate,

Date» & /@‘3/ )9

%ﬁ ?%j““
i # and 10 Mnding to 185 and compiete
Hirgs.)

; 9 Fist date of 10 Bpioyed dentfication
yer's narme and avidress Em 1 i
? m. 38: antd 10 if sanding 10 8! eiony of ernpioymant mugnber {E1M)
For Privacy Act and Paperwork Heduction Act Notice, seo page 4, Cat. No. 102260 Form Wed 2019
e . N SR v
e A I S TS5,



‘Absenteeism & Tardiness Policy

All Acrobat Outsourcing employees are ¢xpecied to be at their client site prepared to work at the scheduled time. Regardless of the
reason, absenteeism and tardiness are subjsct 10 disciplinary action. Employees must clock in and out at all client sifes.
Absenteeism: is defined as failure to repor: for work without prior epproval of the Acrobat Outsourcing Staffing Supervisor.

Tardiness: is defined as arriving late for work or returning lats 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 vou are not able to make it 1o your scheduled shify, you are required to give ns 24-hour notice for a
cancellation!

Tiness: If you are sick, you are required to contact your Staffing Manager at Acrobat Outsourcing no less than 3 hours
bHore your scheduled shift.
N CALL/NO SHOW: Grounds for autornatic termination.

Clbck:ing IN/OUT:You are required every time o clock in end out of your shift. If there is no timesheet present at the time of
clacking in/out, you must notify your stafing manager immediately.

Disciplinary Action
First Occurrence: Verbal Waming from Staffing Manager.

Second Occurrence:, Employee will teseive a written counseling form and placed on suspension. Any additional occurrences may
result in further disciplinary action upft@ampluﬁ termmination.

“ -
- A an”

o eror

I;hjury Reporting Acknowledgement

Acrobat Outsourcing is committed to providing and maintzining & 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 2 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 T«
800-252-5275 and give the nurse the Acrobat code: D898GO. If yvour branch is in znother Acrobat location the injury must be
reported immediately to 1-860-252-3275 and give the nurse the Acrobat code: 9811068, Additionally, you must notify your

s;pervisor 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, 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:

* a positive test for any drug not prescribed by a physician
« a deliberately tampered with or adulterated sample;
+ =z refusal to take the test,

htps/Mww.taborca.net/ermpDocs. aspx ?iid=50959 14
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Asking another person to take the test, ¢~ king the test for another emplovee will resul:  3eparation of Employment for all
erwloyees involved in the incident.

Please note, providing false information, or omitting pertinent information regarding a work-related injury will lead to termination,

Anv employee discovered to be making a frandulen: report will be reporiad to the Department of Insurance Regulation and
prosecuted to the full extent of the law.

I, the undersigned employee, have read and understand employes injury reporting process. I understand that any work

-related injury
or llness must be reported immediately 19.1-800-252-5275-2nd the Acrobat supervisor.

Unlawful Harassment & Sexual Harassment Policy

Acrobat Outsourcing is committed to a work epvironment in which all individuals are weated with respect and dignity, Each
indjvidual has the right to work in a professional atmosphere that promozes equal employment opportunities and prohibits unlawful
discriminatory practices, inciuding harassment. Therefore, Acrobar Oussourcing expects that all relationships 4mong persons in the
office will be business-like and free of bias, prejudice, and harzssment.

A.robat Outsouwrcing has developed this policy to ensure thar all its employess can work in an environment free from unlawful
harassment, discrimination, and retaliation. Acrobat Outsourcing wili make every reasonable effort to ensure that all concerned are

femiliar with these policies and are aware that any complaint in violation of such policies will be investigated and resolved
ajipropriately.

Any employee who has questions or concerns about these policies should talk with the Director of Human Resources or a member
o5 Acrobat Quisourcing management.

These policies should not, and may not, be used as 2 basis for excluding or separating individuals of 2 particular gender, or any other
protected characteristic, from participating in business or work-related social activities or discussions. In other words, no one should
r zke the mistake of engaging in discrimination or exclusion to avoid allegations of harassment. The law and the policies of Acrobat
Outsourcing prohibit disparate weatment on the basis of sex or any other protected characteristic, with regard to terms, conditions,
privileges, and perquisites of employment. The prohibitions against harassmenrt, discrimination, and retaliation are intended to
complement and further those policies, not to form the basis of an exception 1o them.

Egual Employment Oppeortunity

Xt is the policy of Acrobat Outsourcing to ensure equal employment opperunity without discrimination or harassment on the basis
of race, color, religion, sex, sexual orientation, gender identity or expression, age, disability, mantal status, citizenship, national
origin, genetic information, or any other characteristic protected by law. Acrobat Qutsourcing prohibits any such discrimnination or
harasstment.

Retaliation

Azrobat Qutsourcing encourages reporting of all perceived incidents of discrimination or harassment. It is the policy of Actobat
Cutsourcing to prompily 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 federai, state and local laws. For the purposes of this policy,
“'sexual harassment” is defined, as in the Equal Employment Opportunity Commissior Guidelines, as unwelcome sexual advances,
requests for sexual favors and other verbal or physical conduct of 2 sexual nature when, for example &) submission to such conduct
is made either explicitly or implicitly a term or condition of an individuel’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

0. effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working
environment.

hitpsfwww.taborca. netfempDocs.aspx lid=50959 24




Title VIT of the Civil Righis Act of "4 recognizes two types of sexual harassm, a) quid pro quo and b} hostile work
envirorment. Sexual harassment may inu.ude 2 range of subtle end not-so-subiiz behaviors and may involve individual

" or different gender. Depending on the circumsiances, these behaviors may include unwanted sexual advances or requests for sexual
fayors; sexual jokes and innuendo; verbal abuse of a sexval namre; commentary ebout zn individual’s body, sexual PrOwWess or
sexual deficiencies; leering, whistling or touching; insuiting or obscene commenss or geswures; display in the workplace of sexually
suggestive objects or pictures; and other physical, verbal or visuzl conduct of & sexual Tiature.

s of the same

Harassment

Harassment on the basis of any other provected cheracteristic is also suictly prohibited. Under this policy, harassment ig verbal,
written or physical conduct that denigrates or shows hostility or aversion towerd an individual because of his or her race, color,
re'igion, sex, sexual orientation, gender identity or expression, netional origin, age, disability, marital status, citizenship, genetic
information, or any other characteristic protected by lew, or that of his or her relatives, friends or associates, and that: 2) has the
prpose or effect of creating an imtimidating, hostle or offensive work environment, b) has the purpose or effect of unreasonahly
-Interfering with an individual’s work performance, 0r ¢) otherwise adversely affects an individual’s employment opportunities,

Haressing conduct includes epithets, shurs or negative siereotyping; threarening, 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 circulzted in the workplace, on company time or using company equipment by e-mail,
phone (including voice messzges), text messages, social networking sites or other means.

Individuals and Conduct Covered

T 1ese policies apply to ail applicants and employees, whether relaed to conduct engaged in by fellow employees or by someone not
divectly connected to Acrobat Outsourcing (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 buginess-related social events,

Reporting an Incident of Harassment, Discrimination or Retaliation

Acrobat Quisourcing encourages reporting of all perceived incidents of discrimination, harassment or retelation, regardless of the
&ffender’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 emplayees o report any activity to (866)326-4371. See the complaint procedure described below,

I addition, Acrobar Gutsourcing encourages individuzls who believe they zre 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

‘prablem. Acrobat Qutsourcing recognizes, however, that an ndividual 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 wﬁmssed such conduet
should diseuss their concerns with their immediate supervisor, Humen Resources, any member of Acrobat Cutsourcing management
or any ombudsman. Individuals may also report suspicious activity to {866) 326-4571,

Acrobat OQuisourcing encourages the promps reporting of compiaints or conceras so that rapid and consu'ucﬁv‘e action can be taken -
before relationships become irreparably sirained. Therefore, while no fxed reporting period has been established, early reporting
and intervention have proven to be the most effeciive method of resolving actual or perceived incidents of harassment.

4.7y reported allegations of harassment, discrimination or retalistion will be investigated promgtly.‘ Employees will be provided a
H2rassment Reporting Form. The investigation may include individual inmterviews with the parties involved and, where necessary,
with individuals who may have observed the alleged conduct or may have other relevant knowledge. :

Ascrobat Outsoweing will maintain confidentiality thronghout the investigatory process to the extent comsistent with adequate
investigation and appropriate corrective action.

Retzliation against an individual for reporting harassment or diserimination or for participating in an invn_asﬁgaﬁqn of a claim of
farassment or discrimination is a serious violation of this policy and, like herassment or discrimination itself will be subject to
disciplinary action. Acts of retaliation shouid be zeported immediately and will be promptly investigated and addressed.

Misconduct constituting harassment, discrimination or reteliztion will be dealt with appropriately._Respo‘nsive action may include,
shr cxample, training, referral to counseling or disciplinary action such as 2 warning, reprimand, _vnthho%dmg ofa promotion or pay
‘increase, reassignment, temporary suspension without pay, or termimation, as Acrobat QOutsourcing believes appropriate under the
¢f cumstances.
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If a party to a complaint does not agree v iis resolution, that party may appeal to Stev her, Chief Executive Officer.

Fa'se and malicious complaints of harassment, discrimination or retaliation (as opposed 1o complainis that, even if erroneous, are
mé:le in good faith) may be the subject of an appropriaie disciplinary action.

Acknowledgment

I Bave read and understand zil above policies

Confidentiality & N on-Disclosure Agreement

I; the undersigned employee, undersiand that in the course of my employmernt with Acrobat Outsourcing, I may have access to and
tecome acquainted with inforrmation of 2 confidential, proprictary or secrer fetre which is or may be either applicable or reiated to
théj present or future business of Acrobat Outsourcing, its research angd development, or the business of its customers. Such trade

secret information mcludes, but is net limited to, soitware, 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 sectets, directly or indizeetly, or use them in any way, either during

the erm of my employment or at any time thereafter, except as requirad in the course of my employment with Acrobat Omsourcing

I also understand that client lists of Acrobat OQutsourcing, for which I bave, or may have, access to during my employment, are trade
Secrets and shalf be solely the property of Acrobat Quisourcing. I agree that [ shall neither directly nor ndirectly solicit business ag
to products or services competitive with those of [Acrobat Outsourcing] based on information from the client lists,

Finaily, I understand that T am an at-will employee of Acrobat Outsourcing and thar this agreement is not to be construed as
constituting a promise of con'cinueq employm

Sig wature; ,/<[/// g
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