erin keene

213 Union Avenue, Brooklyn, New York 11211 » $70-877-0615 »

PROTESSIONAL EXPERIENCE
Le Bernardin Restaurant New York, NY
Assistant Evenis Manager June 2617-Present
®  Integral member of a three person team booking an average of 15 events per week for 4-160 guests
o Correspond with clients on meny, wine, audio visual needs, floral and all other details for both corporate and
soctal events at Le Bemardin and Le Bernardin Privi
*  Manage tlent, security and secret service at events with high profile clientele
®  Increased events revenue over one million dollacs in first year with the restaurant
Tasting Table Media Inc. New York, NY
Brand Experiences Coordinator May 2016-May 2017
e Served us general manager of the company’s New York-based private event space; oversaw roster of freelance
covks, booked stafl, Haised with chefs from all over the world, supervised events, approved payroll, ordered food
for parties up to 100 guests, adhered o evolving event budgets, developed signage, rented equipment,
niintained wine and liguor inventory, cultivated purveyor relationships; generated Facehook, Instagram and
Twitter posts for 142 events cach week ;
e Curated Tasting Table’s 2017 Guest Chef Series: secured one celebrated chef per month to cook dinner for 30
guests at our Test Kitchen; sold tickets; managed guest list; updated the Guest Chef page on Tasting Table.com,
assisted chefs with menu and food ordering as necded

®  Booked front and back of house, photographers and florists for more than 150 events in over 10 cities

@ ¢ Fulfilled event deliverables to brand partners in food, liquor, wine, home goods, and fechnology
& Prune Restaurant New York, NY
Gubriclle Hamilton s Personal Assistant Aprif 2015-May 2016
e Prune: Submitied payroll for a staff of 32 employees, facilitated semi-anmual reviews for all stalls wacked petty
cash and made weekly deposits; managed weekend brunch service averaging 240 covers with 30 seats in 2 5.5
7 hour service; fielded donation requests; handled photo shoot requests; took notes at meetings 1o distribute 1o staff
1 e Lvents: Served as point of contact for guests, hosts and staff of events; contributed 10 planning, ordering, hiring
’ f and invoicing for private events; coordinated travel and accommodations; drafted event invitations and managed
~¢ guest lists; reached out to veadors for donations and products
5 ®  Personal: maintained calendar; made appointments; scheduled and executed services for apartment and car;
j handled receipt and sending of gifts and packages; responded to fan mail; handled finances for Gabriclle, Prune

i and Blood Bones and Butter LLC: created tineraries and booked travel
®  Muedia: responded to all media requests; scheduled appointments and interviews: collected and filed press clips:
facilitated signing and delivery of contracts; tracked and correctly allocated payments; ensured deadlines were

met
Railph Lauren Digital and Media Operations New York, NY
Copywriter Fall 2082-April 2013

e Responsible for all domestic and international product copy for Women’s Collection, Black Label and Polo
Ralph Lauren on rulphiauren.com

®  Crafted effective product-level copy for up to 200 samples a week
Coligborated with editorial director and editor-in-chicf to refocus brand voice and develop directional language
for wornen’s brands in the Ralph Lauren global space

FREELANCE

Personalized Italy
o Research and write all content on personalizeditaiy.com including individual tour descriptions
e  Edit press and social media materials for all brand channels

EDUCATION
Cornell University
Bachelor of Science with a major in Communication and a minor in Business
e Varsity Softball « Quill & Dagger Senior Honor Socicty
SKILLS: Proficient in Microsoft Office (Word, Excel, Powerpoint, Outlook); Proficient in TripleSeat, New York State
Food Handler's License; Familiarity with Point of Sales terminals
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Employment Application

Acrobat {?m-sewzing is an equal opporiunity employer dedicated to non-discrimination in all amploymert practices. Acrobat
Outsourcing selects the bost gualified individual for the job based on job-related qualifications rogardisss of race, age (404},

coler, raligion, gender, national origin, ancestry, marital status, sewyal arisntation, disability or any sther status protected by
applicable law,

ruiname TV 10 KL L Date: 5-2§- 2019
Home Telephone (510 £ T1-0{elS . ... OtherTelsphons el

gjresam Address _S49 'Zeé'}“f{” C'}’ifa&&«jﬂg 21 lg,}”l}é}k} Ui N Y )21 g
Parmanent Address, if different from ;}:egem acidress: g ' i

Emall Aderess_ a1l K €et Ole @ gyl L

e mrre-mmg‘-

Position applying for: __;:E pnt 01 }’fb%fﬂ{ . MW S Satary desired: ?'41"’3/ nhv”

Are you currently registerad with any staffing andior armploymant agenties? i 50, please list

Are you applying for Fulltime work? Yes, . No__ parttime work? Yes, . Mo

Tamporary work, £.4., summer of noliday work? Yes, _&i‘, No_.. From To

How did you find out about our open positien? {Please check 1 i propar name of source)

Raferral i Name of Referal Wékad Lovt s Newspapar [ Job £air 1 Agency [T] Company Wwebsite 7]
Cpver W Posting [ Other Source [

Could vou work overdme, i necessary? Ymsx,ﬁnw i# nired, on what date sauld you starnworking?

Please keep in mind that scheduies and shifts may vary depending on position and season. Additionally, the hours may vary from
woek to week, depending on the company needs, Piease {ist only the times/days you're available to wiork below.

SPECEVHOURS | SUNDAY | MOMOAY T TUESOAY WEDNESDAY oRsbAY | ERDAY | SATURDAY

: AVARABLE | i i

i: DALY : | |

i‘ 3 AM v RILVMLE AVAILABLE
PM i REsA Lo PAt——

: {10 you have any vacations or extended leaves planned in the next A monthsd If 50, please list dates:

Have you ever applied 10 of worked for Acrobat Cutsoursing before?  Yes_.. Mo i ves, when?
o you have friends of rolaives working for Acrobal Cutsourcing? Yes_ No if yas, ploase state name and reladonship
f hired, would you have 8 refiable means of sransportation 10 and from work? Yes . No__

i hirsd, can you present avidence of your legal Aght o ive and work in tis country? Yag i MNe

State age i you 2@ under 18 . 1 you are under 18, mire Is subject to yarfication that you arg of mirimum legal age 1 work.

Are you sble o pariom the essental functions of the job for which you are applying? Yss})‘ No_ ..

i ro, descripe the functions that cannot be performed. {Note: Wa samply with the ADA and consider reasonable accommodation
measures that may be necessary for aliginle applicanisiemployees 10 perform essential functions.)
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Pursuant to any and all Fair Chance Ordinances, we will consider for employment qualified applicants with arrest

and conviction records,

A L R SR

B YOL GRADUATE?

i | NAME OF sCHOOL i CiTY & STATE T GRADE OR DEGREE
\ 3 | COMPLETED

L Covnel IAnlveidl h}i thaca NY 2000, Pathalesl YL 3
B | A
%

1
1 1 Do you have any special licenses, cenifioates or spacial raining? [

s | soplease listunder “Spedal’, L YE NO
i | Are you computer Tterata? § so0, ist sofiware knowledge under NO
i i “Special.” h

h [ Are you proficent with Point of Sales Systems? If, so please list YES NG
4 Jhick ones under “Special” A >

i B you have any other experience, training, qualfications or special | TTUYES 1 N

i siills, which you feel make you especially sulted for work at Agrobat
Outsourcing? 1 so, please list under “Special.”

1 i Special;

P

ayer (last 10 yea;‘a 15 sufficient. Account for unemployment perinds of three

List bulow all present and past amploymant ?:amrxg with your imost recent empl

oG Of more.
Are you currently employed? Yos No_... If 80, may we contact your current employer? Yes.. .  No._.

LE. beynlid 1N Peidiaind

Name and Address of Employer

Kgim Eurmzvﬁ I

Type of Business mz@&&%ﬁr Telephone No. (£1%) 554 | i1 Supenisors Name
ASSISHan & Mahaan Pyt fveinds

Your Posiden and Duties

Dates of Employment. From L’Dl(ﬂ To 10 / 61
Reason for Leaving: g 1£” I HA,M
:: Name and Address of Employes T 5( i?"/ VLﬁ TJW u‘v

Type of Business _EMM. Telephone No. { ...} Supervisor's Name
Your Pasition and Duties Py Y AAL f’lﬂ”M S AN ﬁ,fg/( ]

015 1o 2000

Dates of Employment: From

feason for Leaving:

o RS Ao

Name and Address of Employer

Type of Business EEW Telephone No. { 3 Supervisors Name F}C‘U@ 5@&] l«ﬁ .}“fﬁ,mf ;?241
“ S Ut dn (] Des

Your Pasition and Duties
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To

Dates of Employment: From .

Reason for Leaving:

Name and Address of Employer
Supervisor's Name

Telephons No. { 3

Type of Business

Your Position and Duties

Dates of Employment: From To

heason for Leaving __

NI -

Have you sver been fired from any previous place of pmployment? I so, please explain:

skills or ablifies as the result of sarvice in the military? Yeos. . No%

Have you cbtained any speciat
if so, describe:

of your work performance within the last three years.

List balow three persons not related to you who have knowledge

Name: _ DAL L2y ' TelephaneNo. ((12.) 51%-7571

Address

Cecupation: Relationship! Number of Years Acquainted:

Name: __é}_é{ Iy A H’Dléf}i S Telephone No. WINE (S &~ 73 Z,g‘”
Address

Occupation: Relationship: Number of Years Acguainted:

‘;ame: LZ |4/ 403 k [4)%) I/?'Aﬂ] s ‘;'eséphﬁne No. ([0 )_$12 498§
Address
Occupation: Relationship: Number of Years Acquainted:

[¥3
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: Please Read Carefully, Initial Each Paragraph and Sign Below

I hereby certify that | have not knowingly withheld any information that might adversely affect my chances for
employment and that the answers given by me are tue ang correct to the bast of my knowledge. | further cartify
that |, the undersigned applicant, have personally completed this application. | understand that any omission or
misstatement of material facts on this application or on any documant usad 1o secure amployment shall be grounds

for reection of this application or for Immediata discharge if | am smployed, regardless of the time elapsed befors
discovary,

e

! hereby authorize Acrobat C}uzsaurcing o thoroughly iﬂvasﬂgata my references, work record, aducation and other
matters related to my suitability for employment and, further, autharize the references | have listed to disciose to the
company any and all letters, reports and other information related to my work records, without giving me prior notice
of such disclosure, !r} addition, | hereby releass the company, my former employers and all other persons,

torporations, partnerships and associations from any angd alf claims, demands or labilites arising out of or in any
way related to such Investigation or distlosure,

| hereby authorize Acrobat Outsourcing and its authorized representatives 1o solicit information regarding my
background, which may include but not be limitad to, information about my employment, education, andior eriminal

history, which may be in the files of any federal, stats, or local eriminai justice and law enforcement agency and
general public records history,

/ I understand that selacted for hire, it will be necessa

1y for me 1o provide satisfactory evidence of my identity and
legal autherity to work in the United States, and that fedsral immigration laws require me to complete an 1.9 form In
this regard within thres days of my hire date,

M
-

Acrobat Outsourcing Is an at-wil employer. | undsrstand that rothing contained in the application, or conveyad
during any interview, which may be granted or during my employment, If hired, is intended to craate an amployment
contract betwaen me and the company. In addition, | understand and agree that i | am employed, my empioyment
is for no definite or determinable period and may be terminated at any tme, with or without prior notice, with or
without cause, at the option of eithar myself or the company, and that no promises or representations contrary to

the foregoing are binding on the company unless mada in writing and signed by me and the company's designated
reprasentative, * .

I heraby acknowledge that | have raad and understand the above statements,

Appiican"t,s Signature {g{/{% /{/ MZW Date {3’3’”"“2.\/?" ~7201 7

alme o
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Absenteeism & Tardiness Policy

All Acrobat Outsourcing employees are expected to be at their client site prepared to work at the scheduled time. Regardless of the
reason, absenteeism and tardiness are subject 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 Outsourcing Staffing Supervisor.

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

Policy

Calling Off/Absent: If you are not able to make it 10 your scheduled shift, vou are required to give us 24-hour notice for a
camcelation!

Hiness: If you are sick, you are required to comtact your Staffing Manager at Acrobat Outsourcing no less than 3 hours
béfere 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. f there is no timesheet present at the time of
clacking in/out, you must notify your staffing mansger 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 ocowrrences may
result in further disciplinary action up to and including termination,

Signature: C‘ - Z _ J"

fhj ury Reporting Acknowledgement

Acrobat Outsourcing is committed to providing and maintaining 2 safe work snvironment. 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
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: DS9860. If your branch is in another Acrobat location the mjury st be
reported immediately to 1-800-252-5275 and give the nurse the Acrobat code: 981100. Additionally, you must notify your

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

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, reasc_mable cause, accidents
with property damage or in this case, injuries requiring professional medical treatment. In compliance with all apphcable‘ laws,
separation of employment may result after:

» 3 positive test for any drug not prescribed by a physician
* a deliberately tampered with or adulterated sample;
¢ arefusal to take the test.

hitpsy/fwww.taborca.netfempDocs.aspx7iid=50958 14
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Asking another person to take the test, or | g the test for another employee will result i, paration of Employment for all
- emoloyees involved in the incident.

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

Anv employee discoversd to be making a fraudulent report will be reported to the Department of Insurance Regulation and
prosecuted fo 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 ‘liness must be reported immediately to 1-800-252-3275 and the Acrobat suparvisor.

Signature: ( e /U. e

Unlawful Harassment & Sexual Harassment Policy

Acrobat Outsowrcing is committed o 2 work environment in which ali individuals are treated with respect and dignity, Each

individual has the right to work in a professional atmosphere that promotes equal employment opportunities and prohibits unlawfisl
dizcriminatory practices, inciuding harassment. Therefore, Acrobar Cutsourcing expects that all relationships among persons in the
office will be business-like and free of bias, prejudice, and harassment.

A-robat Outsourcing has developed this policy to ensure that all its employees can work in an environment free from unlawful
ha;assment, discrimination, and retaliation. Acrobat Qutsourcing will make every reasonable effort to ensure that all concerned are

familiar with these policies and are aware that any complaint in violadon of such policies will be investigated and resolved
ajgpropriately.

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

These policies should not, and may not, be used as a basis for excluding or separating individuals of a particular gender, or any other
protected characteristic, from participating in business or work-related social activities or discussions. In other words, ©to one should
make the mistake of engaging in diserimination 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 harassment, discrimination, and retaliation are intended to
complement and further those policies, not to form the basis of an exception to them.

Equal Employment Opportunity

1t is the policy of Acrobat Outsourcing 0 ensure equal employment opportunity without discrimination or harassment on the basis
of race, color, religion, sex, sexual orientation, gender identity or expression, age, disability, marztai status, citizenship, national
origin, genetic information, or any other characteristic protected by law. Acrobat Outsourcing prohibits any such discrimination or
harassment.

Retaliation

Asrobat Qutsourcing encourages reporting of all perceived incidents of discrimination or ha_argssment_. Itis the_po]icy o.f —ﬁmbat
Oatsourcing to promptly and thoroughly investigate such reports. Acrobat Qutsourcing prohibits retaliation against any individual
wio reports discrimination or harassment or participates in an investigation of such reports.

Sexual Harassment

Sexual harassment constitutes discrimination and is iliegal under federal, state and local laws. For the purposes of this policy,
"sexual harassment™ is defined, as in the Equal Employment Opportunity Commission Guidelines, as unwelcome sexual advances,
requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example a) submission to such conduct
Is made either explicitly or implicitly a term or condition of an individuzl’s employment, b) submission to or rejection of such
conduct by an individual is used as the basis for ernployment decisions affecting such individval, 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.

htt;:is:!hvww.taborca.neb’empDocs.apr?iidzsogsg 24
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Title VII of the Civil Rights Act of 17 recognizes two types of sexual herassmer 2 quid pro quo and b) hostile work
environment. Sexual harassment may incluae a rangs of subtie and not-so-subila behaviors and may invoive individuals of the same
or éifferent gender. Depending on the circumnstances, these behaviors may include unwanred sexual advances or requests for sexual
favors; sexual jokes and innuendo; verbal abuse of a sexual nature; commentary sbout 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 any other protected characteristic is also strictly prohibited. Under this policy, harassment is verbal,
written or physical conduct that denigrates or shows hostility or aversion wwerd an individual because of his or her race, color,
re‘igion, sex, sexual orientation, gender identity or expression, national origin, age, disability, marital status, citizenship, genetic
intormation, or any other characteristic protected by law, or that of his or her relatives, friends or associates, and that: a) has the
purpose or effect of creating an intimidating, hostile or offensive work enviropment, b) has the purpose or effect of tnreasonably
‘interfering with an individual’s work performance, or ¢) otherwise adversely affects an individual’s employment opportunities.

Hbrassing conduct includes epithers, shurs or negative stereotyping; threstening, intimidating or hostile acts; denigrating jokes; and
wrften or graphic material thar denigrates or shows hostility or aversion toward an individual or group that is placed on walls or

elsewhere on the employer's premises or circulated in the workplace, on company time or using company equipment by e-mail,
phone (including voice messages), text messages, social networking sites or other means.

Individuals and Conduct Covered

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

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

Reporting an Incident of Harassment, Discrimination or Retaliation

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

Ir addition, Acrobat Outsourcing encourages individuals who believe they are being subjected to such conduct to promptly advise
the offender that his or her behavior is unwelcome and to request that it be discontinued. Often this action alone will resolve the

‘problem. Acrobat Outsowrcing recognizes, however, that an individual may prefer to pursue the matter through complaint
procedures.

Individuals who believe they have been the victims of conduct prohibited by this policy or believe they have wimess_ed such condnet
skypuld 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 (366) 326-4571.

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

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

Acrobat Quisourcing will maintain confidentiality throughout the investigatory process 1o the extent comsistent with adequate
investigation and appropriate corrective action.

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

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

hitps:/fwww.taborca. netfempDocs.aspxPid=50959 /4
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If a party to a complaint does not agrec w™'ts resolution, that parzy may appeel to Steve ., Chief Executive Officer.

"False and malicious complaints of harassment, discriminztion or retaliation (as opposed 1o complaints that,

: even if erroneous, are
made in good faith) may be the subject of an appropriate disciplinary action.

Acknowledgment

I have read and understand zj] above policies

Signature e C; ,I{/M_l\ [(Q,,e,_x/

Confidentiality & N on-Disclosure Agreement

L; the undersigned employee, understand that in the course of my employment with Acrobat Quisourcing, I may have aceess to and
Yecome acquainted with information of 5 confidential, proprietary or secret namre whick is or may be either applicable or related tq
the_ present or future business of Acrobat Outsourcing, its research and development, or the business of its customners. Such trade

secret information includes, but is not limited to, software, inventions, processes, compilations of information, records,
specifications and information concerning customers and/or vendors,

I agree that I will not disclose any of the above mentioned wade secrets, directly or indirectly, or use them in any way, either during
the term of my employment or at any time thereafter, except as Tequired in the course of my employment with Acrobat Outsourcing,
I understand that 1 am Immune from civil or criminal lihility for disclosing trade secrets for the purpose of reporting o
investigating a suspected violation of law, or for disclosing trade secrets in 2 legal proceeding if the information is filed under seal,.

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

Finally, I understand that I am an at-will employvee of Acrobatr Outsourcing and that this agreement is not to be construed ag
constituting a promise of continued emplioyment.

Sig rature;

ps:i: vww.taborea.netiem pDocs.aspx?iid=50059 474
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Form W-4 (2019)

Future developments. For the latest
Information about any futurs developments
redated to Form Wed, such as legisiation
anacted after 1 was published, go to
wwwirs goviFarm\iidg,

Purpose. Compiate Fomn Wed 50 that your
employer can withhold the corract federn)
income tax from your pay. Consgider
completing 4 now Form Wed sach voar and
WHEn your personal or financial situation
changns,

Exemption from withholding. You may
clain axemplion from withholgimg for 2019
# both of the Inllowing apply.

* For 2018 you had a right 1o a refund of ait
faderal income tax withheld becuss vou
had no tax hability, and

* For 2019 you expset 2 refund of all
Taderal income tax withnald becauss you
expect 1o have no tax lability,

it you're exempt, complets only fines 1, 2,
3, 4, and 7 and sign the form to validate 1,
Your examption for 2019 oxpires Fabiry,
17, 2020. See Pub. 505, Tax, Withholding
and Estimated Tax, to leam more about
whether you qualify for exemption from
withtwolding.

General Instructions

 you aren't exempt, follow the rest of

these instructions lo determing ths number
of withnolding allowances you should claim
for withiholding for 2019 and any additional
amount of tax to have withheld. For ragular

- wages, withholding must be based on

iowances you claimed and may nol be 4
flat amount of percentage of Wages.

You can also use the calcuiator at
WWWLIrs.goviIWHARD 1 determine your
tax withholding more accurately, Consider

using this caleulator # you have a more
cemplicated 1ax situation, such ag i you
have a working spouse, more than ona jub,
or a farge amount of nenwags incoms rot
subpet 1o withholding outside of your jols,
After your Form W-4 takes aftect, vou can
al50 use this calculator 16 see how e
amount of tax you'rs having withisla
compares to your projectod total tax jor
2019, ¥ you use the calcutator, vou don't

nend to complats any of the Witresheots for
Form W-4,

Note tiat if vou have oo much tax
wilhheld, you will receive a refund whan you
tie your tax retum. ¥ you have too Bt tax
willihold, vou will owe 1ax when you fie your
tax riturn, and you might owe a penalty,
Filers with multiple jobs or waorking
spouses.  you have mors than ot jobs at
atime, of if you'rs marrded f8ing jointly and
FOur spouse is also working, read af of the
instructions incluting the instractions for
e Two-Enrmsra/Multipls Jobs Workshost
betore boginning,

Nonwage Income. If you have a large
araount of Nonwage income not subject to
waithinolding, such as intersst or dividands,
consicder making estimated tax payments
using Form 1040-E8, Estimated Tax for
Individuals. Otherwise, you might owe
additional tax. Or, you can use the
Deductions, Adiustments, and Additional
Income Worksheet on page 3 or the
cateulator at WWWIrs.gov/WARApp to make
sure you have enough tax withheld from
your payeheck. if vou have pension or
annuity Incoma, see Pub, 505 or use the
calculitor at www.irs. govw/WHaAppD 1o find
out if you should adjust your withholding
on Form We4 or W48,

Nonresident afien. f you're a nonrasident
alien, see Notica 1392, Supplemental Form
W-4 Instructions for Nonresident Alians,
betore completing this form,

Specific Instructions

Personal Allowances Worksheet

Complate this workshest on page 3 first 1o
datermine the number of withhoiding
allowances 1 claim,

Line C, Head of household please note:
Generaily, you may claim bead of household
fiing status on your tax returs only H you're
unmarried and pay more than 50% of the
£asts of keaping up a homae for yourself and
& gualifying individual. See Pub, 501 for
mors information about filing status,

Line E Child tax credit. When you fils vour
tax raturn, you may be eligitle 1o claim a
ehild tax credit tor sach of your eligible
children. To qualify, the chid must be under
age 17 as of December 31, must be your
dapendent who livas with yvou for more than
half ihe year, and must have a vaild social
security number, To learn mors aboul this
credit, ses Pub, 972, Child Tax Credit, To
feduce the tax withheld from your pay by
taking this credit into account, follow the
instructions on tine E of the worksheet, On
ihe workshoeot you will be asked about yor
tatal incomae. For this purpose, total income
incluties all of your wages and other
income, Inciuding income samed bya
spouse it you are Biling a joint retyrn,

Line F. Credit for other dependents.
When you fite vour tax retum, you may be
eligibie 1o claim a credit for other
dependents for whom a child tax credit
can't be claimed, such s a qualifying child
whe dopsn’t meat the age or social
security number requirament for the child
tax cradit, or @ qualifying relative, To learn
more about this credit, ses Pub, 972, To.
raduce the tax withneld from vour pay by
taking this credit imo sccount, oliow the
instructions on line F of the workshest, On
the worksheet, you will be asked about
your total income, For this purnoss, total

s s Spparate here and give Form We4 to your employer. Keep the worksheel(s) for your records, sk o s e
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Denartmand of e Trassuy
Intprrpd Fasvarnan Servce

Employee’s Withholding Allowance Certificate

* Whether you're gntilled 1o claim a corisi bar ol aif

ced or exemption from withholding is
aubject Lo review by the IRS, Your employer may be required

16 sund a copy of this form 1o the RS,
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1 YR fest aamo and middie mital
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Last name

Ketit

2 Your social security aumber
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Hoeme address (number and st or rural mute)
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W@s Uimamed [ Inarmed, oot vathinold 2t hgher Singi rare.
lote: if murred fhing separately, check “Wartind, bt withhold gt Higher Single rte.”

ity o town, siate, and 29 code

ps

4 Hyouriast name differs from that shown on your sovial security sard,
chidei horo. You must coll 800-772.1213 for a replacement curd, 3

a

biroolelym  piY 1L S
&

Total rumbler of Aiolvances you're clatming {from the applicable worksheet on the following pages) , . . . 5 F2s
6 Additional amount, if any, you want withheld from each paycheck

7 lclaim exemption from withholding for 2018, and § certify that | meet both of the foliowi
* Last year | had 4 right to a refund of all federal income tax withheld bacause | had no 1ax liabliity, and
* This year | expect a refund of all federal income tax withheld because | axpecy

I you meat both conditions, write "Exempt" here. . . . . . . . . . .

.

i have no tax fiability,

B

ng conditions for exemption.

818
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Employee's signature

Under penalties of perjury, 1 declare that | havegxamined j certificata and, 10 the best of my knowlsdge and balief, it is trus, correct, and complete,

{This form is not valid unless you sign i) » Al

Mlmy

Date » 0‘5”2?“%! ’1

e

Ernpy ; ; 3 ifsgy 1 nd compieta 9 First gate of ¢ Employer identification
iover's narme and atdress {Employen {f"crsapiem boxss 8 hnd 10 saruding to 1RS and complete y

¢ mm:i? B, and 10 f sending ;u State Directory of New Pres) ampiayment number (E1}

For Privacy Act and Pagerwork Reduction Act Notice, $ee page 4. Gt Mo, 102200 Forrn Wedh freiiiie



E-Verify

Case Verification Number: 2019154152306CL

Report prepared: 06/03/2019

E-Verify Case Processing: View/Print©~ ils

Company Information

Company ID: 139349
Client Company ID: 139349

Employee Information

Name: Erin S. Keene
U.S. Social Security Number: ***-*+.3894
Citizenship Status: U.S. Citizen

Document Information

List A Document: U.S. Passport or Passport Card
Document Number: 573096667

Case Information

Current Case Result: Closed

Case Status: Employment Authorized

https://everify.uscis.gov/c/cases/2019154152306CLview

Company Name: Acrobat Outsourcing

Client Company Name: Acrobat Outsourcing

Date of Birth: 05/19/1990

Employee's First Day of Employment: 06/03/2019

Expiration Date: 01/23/2028

Case Submitted By: Debbie McKee

Reason for Closure: Employment Authorized Auto
Close
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