Acrobat
outsourcing
Your Hospitality Staffing Professionsts

Employment Application

Acrobat Outsourcing is an equal opportunity employer dedicated to non-discriminaﬂdn'i.n all employment practices. Acrobat
Outsourcing selects the pest qualified individual for the job based on job-related gualifications regardless of race, age {40%+),
color, religion, gender, national origin, ancestry, marital status, sexual orientation, disability or any other status protected by

applicable law.

Full Name Jora
Home Telephone (\{79 G) q 33” }7 g 7 5; Other Telephone  {
':i’resent Address _2.5- 47 Ste faueh 4 i ﬁé,, F 4r A:;?‘W"a} M O3
Permanent Address, if diﬁersnt from present address: i s
Email Address __ “)f"f o Z/Jquu @jﬁi‘mmi Lo

e
!

Position applying for: ﬁ ylig }\1 Salary desired: / ,3{ / L £
Are you currently registered with any staffing and/or employment agencles? 1f so, please list
No. j :
Are you applying for: Fuli-time work? Yes_;_uV/ No___ Part-time work? Yes_ . No__.
Temporary work, &.9., summer of holiday wark? Yes__. Neo___  From: To:
How did you find out about our open position? f’\ease check fill in proper name of source):
Referral [Qf Name of Referral N ulg Kﬁ o, Newspaper [] .Job Fair [ Agency ] Company Website [[]

Other Web Posting []  Other Source L] ; 1 / (?
Could you work overtime, if necessary? Yes_‘;j_MNoM if hirad, on what date could you start waorking? LD ,/ ( } i

Please keep in mind that schedules and shifts may vary depending on position and seasorn. Additionaily, the hours may vary from
week to week, depending on the company needs. Please fist only the times/days you're available to work below,

SPECIFY HOURS SUNDAY MONDAY TUESDAY WEDNESDAY i THURSDAY | ERIDAY SATURDAY
i AVAILABLE !
% DAILY i
» e e & R ¥
: AM 730 e I 70 | /-3° 7.2
— Y. v . 0p |Y0u | Yido 14:00
Do you have any vacations of axtended lsaves planned in the next 12 months? If so, pleass list dates:
i~
A7)

Have you ever applied 1 or worked for Acrobat Outsourcing before? Yes__ No L/ if yes, when?

Do you have friends or relatives working for Acrobat Outsourcing? Yes__No_ g~ If yes, please state name and relationship

If hired, wouid you have a reflable means of transportation to and from work? Yes[/ No__

If hired, can you present evidence of your legal right to live and work in this couniry? YesV No___

State age if you are under 18 . liyouars under 18, hire is subject o yerification that you are of mirdimum legal age to work,

Are you able to perform the essential functions of the job for which you are applying? Yes_;V__ No__

if no, describe the functions that cannat be performed. {Note; We comply with the ADA and consider reasonable accommodation

measures that may be necassary for eiigible applicants/employees to perform sssential functions.)

.
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.

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

and conviction records.

NAME OF SCHOOL [ CITY & STATE i GRADE OR DEGREE DID Y{‘)L} GRADUATE?
| COMPLETED

‘tﬁ i’i ‘S{'LE"‘G\ Emf N f—dﬂjf?q N\) i H'ji” é;i‘f’v’l l‘j-‘;ﬁ&"w“ B i ‘[/ ‘Y‘(’ I

- |
; F) 4 {
gmag’@ CJH%&; \m:ii:w«h[. Nj n‘(}’&{mwg,f, % l/ s B
Do you have any special licenses, certificates of special training? i i ', ) o
sa please list under “Snecial”. i @ : i ; %
Are you computer literate? if 0, list software knowledge under | f?/gg“ \ . NO
*Special.” | :
e you proficient i Pont of Sales Systems? If, so please list ! @ { NO
_%hich ones under “Special.” | ey :
o you have any other experience, training, qualifications or special QES/ ‘l ) NO
1 :
i

skills, which you feel make you sspecially suited for work at Acrobat
Outsourcing? 1 so, please list under “Special.”

Spacialiffﬁ-’ﬂﬁ;’fd T i g wi Tk Covnltr :‘f.,ffufa’ b d L4 'éd/«.’:vm. e
?\jl{ Foged  Bandlecs [leenst .

List below all present and past smployment starting with you? most recent employer {last 10 years is sufficient). Account for unemployment periods of three

months or more.
Are you currently employed? Yes v No I 50, may we contact your surrent employer?  Yes Y No

Name and Address of Employer i/{ L 2 / 9 i Ly

* -~ ) _ N - /
Type of Business Loy {{1;{ {!"9 Telephons No, {'}-@}‘3 94 3““‘3;@’;} Supervisor's Name L’l?{’:(/\iam ﬁﬂm:{
Your Position and Duties Riunnigy £splCssn it s h o . " 5] 7 fin

/d\f’« f}-{if,’ ’y LA ;'/u 1A, ;-/f”ﬁ‘ “u s fmanets
1114 Vv 7/10

Reason for Leaving: W W o pps¢ Fusid .,

1 /) Pt w1 £ 0L Lt
o2 e

Dates of Employment: From

- 4 Name and Address of Employer Q v .Lr P i (/ s L
3 , P 3 ) ' V. b
Type of Business ___Ji{:if—f—é offrr st 9!{" Telephone No. {9 7*-'} 3 21¢ ﬂb 23? Syupervisor's Name = Sace o
Your Position and Duties Pre PR e i A 4 4.7 -y d I = forr Lo s‘w},
wi ], ¢ asfombry
f :
Dates of Employment: From 45‘ / ‘{ To 505 i ?
Reason for Leaving: M ove 4 KI\ ¢ M ’é) Z to ‘i\) W CL7,

Name and Address of Employer ; { nmay *Lf’ / ﬂ? v o

i ; /
Type of Business ia-? f ;:ﬁ 75 Telephone No. {é Y&y ;é O~ gg DAl Supervisor's Name {(; ﬁf C‘V!a_,ﬁ (
YOU(‘.POSITJOU and Duties ; £ 0 m’.f\fﬁrf '?,'V a »J ‘; I f 71 L {\n i /& 2 .’{w /’3’1‘&}1 g /? C/ (;

7 3 1 7 ¢ 3 o ‘2 i 7 i

o

45,«{?./ L it manf! ;f:‘:g o2 {:éi,./fn/‘?/

&M/a
—
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Dates of Employment. From ;)?l,/7 (% 7o / :3//? { _ : .
Reason for Leaving: i(ﬂ :,-/1 /2 (-/{ 5 g2 r‘:fj /W:HW o /( Lhﬂd b . {: /L? 34 7;’;
Name and Address of Employer ém’? f“( jq .,J, a ?( /\/’ ‘u,y 5 Z}‘I»-/AZJ_ /(‘i P ,{/ :

Type of Business -, 65"*5/252- ié 1e\ephone'\c {’f]\( 3 ‘7!’? ‘2’ 7?% Swemsor‘sName ﬁxa é{/f- P é*"OVtM//-;

YourPosntlonaanutzes fh }n, e -{v Wm,/?}mt'? jf "7(,’; R ’L'f 3"» v wu"* Irqef
JMHL; 14 )7 L ‘{?ﬁ/oez,%ﬁ” rf G . é’/

i i
4 'r

Dates of Employment: From §fus 004 f 2&?}; 0 L0 ] %

/
Reason for Leaving: A s ? Logcan “5 we /[ e

Have you ever been fired from any previeus place of employment? If so, please pxplain: w 2,

Have you obtained any special skills or abiiites as the rasult of service In the milizary? Yes___ No_;_\/

If so, describe:

" List below three persons not related to you who have knowledge of your work performance within the Iast three years.

Name: _£ ”m by Do s TelephoneNo. (Z221)_9 53 -5009
Address _

Occupaticn;}m 4ty ;;/ ’ Relationship: w*;j %umber of Years Acquainted: Ji________
Name: W i (ﬁ 41 Lol Telephone No. (9 s P 214-%27¢
Address

Occupation: 9’\4 47y i}i il Aationship: /l o 1/1 2l Number of Years Acgquainted: g
‘;ﬂame: glf- Z f‘f_t (— gl f’ | Teieohone No. {/ Y4 J’ZU” 7 { /{)i
Address '

Relationship: j/; /fi‘% . /~__ Number of Years Acquainted: Z

Occupation: /M 2 4 !/{4 i {"
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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 me are true and correct to the ‘best of my knowledge. | further certify
that I, the undersigned applicant, have personally completed this application, | understand that any omission or
misstatement of material facts on this application or on any document used to sacure employment shall be grounds
for rejection of this application or for immediate discharge if | am employed, regardiess of the time elapsed before

" discovery.

I hereby authorize Acrobat Qutsourcing to 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 to my work records, without giving me prior notice
of such disclosure. in addition, | hereby release the company, my former employers and alf other persons,
corporations, partnerships and associations from any and ali claims, demands or liabilities arising out of or in any
way related to such investigation or disclosure.

I hereby authorize Acrobat Outsourcing and ifs authorized representatives to solicit information regarding my
background, whick may include but not be limited to, information about my employment, education, and/or criminal
history, which may be in the files of any federal, state, or local criminal justice and law enforcement agency and
generai public records history. '

I understand that # selected for hire, it will be necessary for me to provide satisfactory evidence of my identity and
legal authority to work in the United States, and that federal immigration laws require me to complate an i-@ form in
this regard within three days of my hire date. :

Acrobat Outsourcing is an at-will employer. | understand that nothing contained in the application, or conveyed
during any interview, which may be granted or during my employment, if hired, is intended to create an amployment
contract between me and the company. [n addition, | understand and agree that if | am employed, my employment
Is for no definite or determinable pericd and may be terminated at any time, with or without prior notice, with or
without cause, at the option of either myself or the company, and that no promises or representations contrary to
the foregoing are binding on the company unless made in writing and signed by me and the company's designated
representative,

I hereby acknowledge that | have read and understand the above statements.

Applicant’s Signature /ﬂ/ : : Date 7/ ; / / 20 //

a




Form W-4 (2019)

Future developments, For the latest
information about any future developments
related to Form W-4, such as legisiation
enacted after it was published, go to
wyww.irs.goviFormW4.

Purpose. Complete Form W-4 50 that your
smployer can withhold the gorrect federal
income tax from your pay. Consider
completing a new Form W-4 each year and
when your personal or financial situation
changes.

Exemption from withholding. You may
claim exemption from withhelding for 2019
¥ both of the following apply.

s For 2018 you had arightto & refund of all
jederal income tax withheld because you
had no tax Habiity, and

s Eor 2019 you expect a refund of all
faderal income tax withheld because you
expect to have no tax fiability.

1f you're exempt, complate only ines 1, g
3,4, and 7 and sign the form to validats i,
Your exemption for 2019 expires February
17, 2020, See Pub. 505, Tax Withholding
and Estimated Tax, o leamn more about
whether you qualify Tor exemption from

" withholding.

General Instructions

if you aren’t axempt, follow the rest of
thess instructions to determine the number
of withholding allowances you should claim
for withholding for 2019 and any additional
amount of 1ax to have withhald. For regular
wages, withholding must be based on
allowances you claimed and may not bea
flat amount or percentage of wages.

You can also use the calculator at
www.irs.gov/W4App to determine your
tax withholding more accurately. GConsider

Form W'a

Department of tha Treasury
internat Revenue Sorvice

Separate here and give Form W

Employee’s Withholding Allowaft¢e Certificate

» Whether vou're entitied o claim a cariain nu
subject to review by the IRS, Your smployer m

walng this caloutator if you have a mora
somplicated tax situation, auch ag if you

have a working spouss, more than one job,

or a large amount of nonwage income not
subject 1o withholding outside of your job.
After your Form W-4 takes eftect, you can
alse usa thie calculator to see how the
amount of 1ax you're having withhald
compares to your projected total tax for
2010, If you use the calculator, you don't

need to complete any of the workshests for

Form W-4,
Note that if you have tco much tax

withheld, you will receive a refund when you

file your tax return. If you have 100 little fax

withheld, you will owe tax when you file your

tax return, and you might owe a penalty.

Filers with muitiple jobs or working
spouses. If you have more than one job at
a time, or if you're married filing jointly and

your spouse is also working, read all of the

instructions including the instructions for
the Two-Earners/Multiple Jobs Worksheet
before beginning.

Nonwage income, If you have alarge
amount of nonwage income not subject 10
withnolding, such as interest or dividends,
consider making estimated tax payments
using Form 1040-ES, Estimated Tax for
Individuals. Otherwise, you might owe
additioral tax. Or, you can use the
Deductions, Adjustroents, and Additional
Income Worksheet on page 3 or the
calculator at www.irs.gov/WaApp 1o make
sure you have enough tax withtheld from
your paycheok. 1f you have pension of
annuity income, see Pub. 505 or use the
calculator at www.irs. gov/W4App 1o fintd
out if you should adjust your withholding |
on Form W-4 or W-4P.

Nonresident alien, I you're a nonresident

alien, ses Notice 1392, Suppiermental Form

W-4 instructions for Nonresident Aligng,
petare completing this form. ,

) Vo

-4 to your smployer, Keep ine worksheet(s) for your records.

mber of allowanges or exemption {rom withholding is
ay be required tSspnd o copy of this form 10 the RS,

8pecific instructions
Personal Allowances Worksheet

'Gommate this worksheet on page 3 first to
determine the number of withholding
allowances to claim.

Line C. Mead of household please note;
Generally, you may claim head of household
filing status on your fax returmn only if you're
unmaried gnd pay more than 50% of the
costs of keeping up a home for yourself and
a qualifying individual. See Pub. 501 for
more information about filing status,

Line E. Child tax credit. When you file your
tax return, you may be eligible to claima
child tax, credit for each of your eligible
childran. To gualify, the child must be under
age 17 as of Decamber 31, must be your
dependent who lives with you for more than
hatf the year, and must have a valid social
sacurity number. To learn more about this
credit, see Pub. 972, Child Tax Credit. To
reduce the tax withheld from your pay by
taking this credit into account, follow the
instructions on line E of the worksheet. On
the worksheet you will be asked about your
total income. For this purposs, total income
includes all of your wages and other
income, including income eamed by a
spouse if you are filing & joint retum.

Lina F. Credit for other dependents.
When you file your tax return, you may be
eligible to claim a creditior other
dependents for whom a child tax credit
can't be claimad, such as a qualifying child
who dogsn't meet the ags or social
sepurity number requirerment for the child
rax credit, or a gualifying relative. To Jearn
more about this credit, see Pub. 972. To
reduce the tax withneld from your pay by
1aking this credit into account, follow the
instrustions on line F of the worksheet. On
tha workshest, you will be asked about
yaur total income. For this purpose, total

OME No, 15645-0074

2019

1 Vaur first name and middle intial

.-

Lgst name

O ¥
Ly 1y

> "

l % Your social ssourity number

129-90- $34%

i “
Home address {(pumber and street of rural route)

25-473 5‘;'(!3"?w4‘4 5f_

N 3 ﬂ’ﬁingg,?\éarﬂud

Hote: if married fifing goparately, chech “Marsied, but wilihold at highsr Single rate.”

[ arsied, but withhold at higher Single rate.

A ff* %/g

4 tyourlast n‘ﬁq}'é differs from that shown on your social security card,
check here, You muat call. 800-772-1213 for a replacemant card, ¥ []

City or town, state, and i code
[q 51{‘,? L/ ‘\f!,/ ”/0}
5

Total numbér of allowances you're claiming {from

&  Additional amount, if any, you want withheld from sach paycheck . . .

7 | claim exemption from withholding for 2018, and | certify hat | meet both of the ioliowing ¢onditions for exemption.
« Last year | had a right to a refund of all federal incom
» This year | expect a refund of all federal income 1ax withheid because
i you meet both conditions, write "Exempt" here . . . . -

. 8

the applicable worksheet an the following pages) .

o tax withheld because | had no tax Hability, and
| expect 1o have no tax fiability.

5] 2

63

17

Under penalties of perjury, | deciare that | have examined this certificate and, to the gag gﬁ_ﬁﬁy knowledge and belief, it is true, correct, and complete,

Employee’s signature
{This form is not valid unless you slgn it.) &

hu

o . o
o .| 3

7131 /12

Date »

8 Employer's name and address (Employer; Cofiplate poxe®®and 10 If sending to IRS and mmpteté- :

hoxes 8, 9, and 10 1f sending 1o State Directory of New Hires)

g First date of

&

15 Employer identification

amployment number {EIN)

i -
For Privacy Act and

Pa;fefwerk Reduction Act Notice, see page 4.

7
cat. No. 102200
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Abs' ateeism & Tardiness Policy

All Acrobat Quisourcing employees are expected to be ex their client sie prepered to work at the scheduled time. Regardiess of the
reason, absenteeism and tard B t 1o disciplinary action. Employees must clock in and out at all client sites.

Absenteeism: is defined as fa1 eport for work withour prior epproval of the Acrobat Outsourcing Staffing Supervisor.
Tardiness: is defined a5 te for work or remurning late from bresks/tnesls, or early Ceparture from work. Walking off of an

B
zssigoment may lead 1o disciplinary action up 1o temminaion.

----

ot

(4 2%

Policy

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

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

NO CALL/NO SHOW: Grounds for automatic terminaton, : '

Clocking IN/OUT:You are required every time tw clock in and out of vour shift, If ¢here is no timesheer present at the fime of
clecking in/out, you must notify your staffing mansger immediately.

Disciplinary Action

First Qcenrrence: Verbal Waming from Swaifing Manager. i
Second Occurrence: Emplovee will receive a written counseling form and placed on suspension. Any additional ocourrences may
result in further disciplinary action up to and including ermmination.

\ f
Signature:
o e

fhjﬁry Reporting Acknowledgement

Y 7 AL
7

Acrobat Qutsourcing is committed te providing and mamtaining 2 safe work enviromment. All employees play an important role in
the safety and protection of other employees, clieats, 2 , end property. You must always set 2 gf)od example to eﬂzler employees
and client’s employees by following proper procedurss. You must inmmediately 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 reporied immediately to 1
800-252-5275 and give the nurse the Acrobat code: DS9800. If your branch is in another Ac:rq'qat iocation the injury st be
reported immediately to 1-800-252-5275 and give the nurse the Acrobar code: 931100 Additionally, you must notify your
s 1pervisor or Acrobat representative, Furthermore, the injury will be investigated and you will be aske;i details dbout how the injury
cocurred, "

Acrobat Outsourcing reserves the right to test any employee, subject 10 state law and/or other ccmtrgcmal obligations, including but
not limited to preemployment {including newly hired, rehired or reinstated cmployses), job transférs, reasonable cause, accidents
with property damage or in this case, injuries requiring professional medicel wealment In compliance with all 3?1’31"351!‘; laws,
separation of employment may result after:

o apositive test for any drug not prescribed by & physician
¢+ a deliberately tampered with or adulterated sample;
s arefisal to take the test.

hitpa/iwww taborea.netemplioos. sspx ?lid=5085¢ 1i4




v, . e e bmm oemmpees

the test, o, xing the 1es for znother emploves will result in Separation of Employment for all

Plaze note, providing fzlse information, or omiring pertinemt infommadon regerding 2 work-related injury will lead to termination.
Az employee discovered o be meking & fraudulent report will be reporied w the Department of Insurance Regulation and

prosecuted to the full exient of the law.

1, the undersigned employez, have reed and understand employee jury reporting process. L understand that any work-related injury
or llness must be reported immediately w0 1-800-252-3275 and the Acrobat supervisor.

ignaWe: 9@ %/ _IZ{%/
yA—

Unlawful Harassment & Sexual Harassment Policy

Acrobat Qutsourcing is commitied to a work enviroament in which all individuals are weated with respect and dignity, E;eh/
individual has the right to work in a professional awnosphere that promotes equal employment opportunities and prohibits unlagful
discriminarory pracrices, inciuding harassment. Thersfore, Acrobar Quisourcing expects that 2l relationships among persons in
office will be business-iiks end free of bias, prejedice, and harassment.

Acmobat Outsouwrcing has developed this policy to ensure that all its employees can work in an environment free from unlawful
heressment, discrimination, and retaliadon. Acrobat Quisourcing will make every reasonzble effort 10 ensure that all concerned, are
friniliar with these policies and are aware tha: any complaint in violator of such policies will be investigated and resolved
ajipropriately.

Any employee who has questions or concerns zbout these policies should talk with the Director of Human Resources or a member
0 Acrobat Cutsourcing managsrment.

These policies should not, and may not, be used as a basis for excluding or separating individuals of a particular gender, or any other
protected characteristic, from participating in business or work-related social activities or discussions. In other words, no one should
make the mistake of epgaging in diserimination or exchusion to 2void allsgazions of harassment. The law and the policies of Acrobat
Outsourcing prohibic disparate weatment on the basis of sex or any other protected characredstic, with regard to terms, conditions,
privileges, and perquisiies of employment. The prohibitions agamst haressment, discrimination, and retzliation are intended to
complement and further those policies, not to form the basis of an exception to them.

Egpal Employment Opportunity

It is the policy of Acrobat Outsourcing to ensure equal employment opportunity without discrimination or harassment on the basis
of race, color, religion, sex, sexual oriemation, gender idemtity or expression, age, disability, mar.xta_.l siatus, cltlz:ensi:_up, national
erigin, genetic information, or any other characteristic protected by law. Acrobar Outsourcing prohibits any such discrimination or
harassment.

Retaliation

Acrobat Outsourcing encourages reporting of all perceived incidents of discrimination or barassment. It is the policy of Acrobat
Outsourcing to prompily and thoroughly investigate such reports. Acroba; Owtsourcing prohibits reteliation against any individual
w'o reports discrimination or herassment or participares in an investigation of such reports.

Sexual Harassment

Sexual harassment constituies discrimination and is illegal under faderal, staze and local laws. For the purposes of this policy,
“'sexual harassment” is defined, as in the Equal Employment Opporimity Commission Guidelines, as unwelcome sexual advances,
Tequests for sexual favors and other verbel or physical conduct of a sexual nature when, for exarmple &) submission to such conduct
is roade 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 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 intmidating, hostile or offensive working
environment.

hitEsavww.taboree.nat/empDocs. 28px ?id=50858 2ia
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Title VI of the Civil Rights Act of . . recognizes two tipes of sexual herassmen: a) quid pro quo and b) hostile work
ent fromment. Sexual harassment may include 2 renge of subtle and not-so-subiie behaviors and may involve individuals of the same
or differcnt gender. Depending on the circumsiances, hese behaviers may inciude unweanted sexual advances or requests for sexual
f.wers; sexual jokes and immuendo; verbal abuse of 2 ssxuel nange; commentary Zbout an individuals body, sexual prowess or
sexual deficiencies; leering, whistling or touching; insulting or obscene comments or gestures; display in the workplase of sexually
suggestive objecis or pictures; anc other physical, verbzl or visue! conduct of & sexual nature.

Harassment

Feerassment on the basis of is also swicdy prohibited. Under this policy, harassment is verbal,
writien or physical conduct T ity Or zversion towerd an individual because of his or her race, color,
re'igion, sex, sexual oriens WV CT expression, neronal origin, age, disability, marital status, citizenship, genetic
Intormation, or any odier :

purpose or effect of cr

a

&

f’_l_

9 o
e Lo

Ha:?assing conduct incluges epithers, slurs or negadve sierectyping; threetening, intimidazizg or hostls acts; dg:nigraﬁng jokes; and
wniten or graphic material thal denigrates or shows hostiiity or eversion toward an individual or group that is placed on walls or
elsewhere on the employer’s premises ot circulated in e workplece, on compeny time or using company equipment by e-mail,

Individuals and Conduct Covered

These policies zpply o all applicants and employees, wkether relased 1o conduct engaged in by feilow employees or by someone not
directly connected to Acrobar Outsourcing (e.g., an cutside vendor, consultent or customer).

Carduct prohibited by these policies is wnacceptabie in the workplace and in azy work-related setting outside the workplace, such as
d'zring business trips, business meetings, and business-related social events.

Raporting an Incident of Harassment, Discrimination or Retaliation

Acrobat Quisowrcing encourages reporting of all perceived incideats of discrimination, harzssment or retaliation, regardiess of the
fender’s identity or position. Individuals who believe that they have been the victm of such corduct should discuss their concerns
with their immediate supervisor, any member of Acrober Oussoursing manegement, Human Resources ot any ombudsman, Acrobat
Outsourcing also encourages employees o report any actvity 1o (366)326-4571. Ses the complaint procedure described below.

I: addition, Acrobat Quisourcing encourages individuals who believe they zre being subjecied to such conduct to promptly advise
the offender that his or her behavior is unwelcome and to request that it be discontirmed. Often this action alone will resolve the
problem. Acrobat Outsourcing recognizes, however, that an individual mey prefer 10 pursue the mawer through complaint
procedures,

In.lividuals who believe they bave been the vietims of conduct pronibited by this policy or believ? they have mmessed such conduet
should discuss their concams with their immediate supervisor, Human Resources, any member of Acrobat Gutsourcing management
01 any ombudsman. Individuals may elso report suspiclous activity 10 (866) 326-4571.

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

Any reported zllegations of harassmen, discriminatcn or reteliadon will be investigated promgt‘iy._Employees will be provided a
Hirzssment Reporting Form. The investigation may include individual interviews with the pasties involved and, where necessary,
witi: individuals who may have observed the alleged conduct or may have other relevant knowledge. :

Z&zrobat Quisowrcing will maintain confidentiality throughous the investigetory process to the exient consistent with adequate
investigation and eppropriate corrective action.

Retaliation against an individual for repordng haressment or discriminztion or for participating in au.inve_esﬁgatiqn ofa claim of
harassment or discrimination is & serious violation of this policy and, like harassment or discrimination iiself will be subject to
disciplinary action. Acts of retaliation should be reported immediately and will be promptly investigated and addressed.

Misconduct constituting harassment, discrimination or retaliation will be dezlt with appr?priately.-RCSPOfisive action may include,
r example, training, referral 10 counseling or disciplinary action such as 2 warning, reprimand, withholding of a promotion or pay

Increase, reassignmens, temiporary suspension withour pay, or termination, as Acrobat Outsourcing believes appropriate under the
circurnstances.
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1f 8 party to a complaint does ot agree wit. ., resolution, that party may appeal o Steve Seher, Chief Executive Ofifoer.

False and malicious complaing of harassment, diseriminarion or retaliasion {as opposed o complaints that, even if eTTOnecus, are
made i good faith) may be the subject of an approprize disciplinery action. g i

Acknowledgment

I bave read and understand zll above policies .

Signaturg g3

Confidentiality & Non-Disclosure Agreement

L, the undersigned smplovee, undersiand that in the course of my smployment with Acrobat Outsourting, 1 may have access to and
tbecome acquainted with information of & confidential, proprietary or secret pange which is o may be either applicable or related 10
the present or future business of Acrobat Quisourcing, its research and development, or the business of its customers, Such trade
secret information includes. but is not limited to, software, imventions, processes, compilations of information, records,
specifications and information conceming custorners and/or vendors.

Lagree that I will not disclose any of the zbove mentoned wade secrets, dirgetly or indirectly, or use them in any way, either during
the term of my employment or at any time thereafter, except as required in the course of ray employment with Acrobat Outsourcing,
I understand that I am immune from civil or criminal lisbility for disclosing tade secrets for the purpose of reporting or
imvestigating 2 suspected violation of law, or for disclosing trade seerets in a legel proceeding if the information is filed under seal .

I also understand that client lists of Acrobat Quesourcing, for which I have, or may have, access o dm'ing my employment, are frade
secrets and shall be solely the property of Acrobat Qusourcing, I zgree thar I shall neither directly nor indirectly solicit business as
1o products or services competitive with those of [Acrobat Outsourcing] based on information from the client lsts.

Finally, T understand that T am an at-will employee of Acrobat Oursourcing and they this agreement is not o be construed as
corstituting a promise of continued emplovment,

»>
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8/2/2019 E-Verify Case Processing: View/Print C 3

Case Verification Number: 2019214124623FK

Report prepared: 08/02/2019

Company Information

Company ID: 139349 Company Name: Acrobat Outsourcing

Client Company ID: 139349 Client Company Name: Acrobat Outsourcing

Employee Information

Name: Jonathan C. Henry Date of Birth: 07/31/1990
Unrestricted Social Security Number:; ***-**-8343 Employee's First Day of Employment: 08/02/2019
Citizenship Status: U.S. Citizen

Document Information

List B Document: Driver's license or ID card issued by a U.S. state or outlying possession
Document Subtype: Driver's License Document Number: *****9865
Expiration Date: 07/31/2020 State: New York

List C Document: Certificate of Report of Birth (DS 1350)

Case Information

Case Status: Closed Case Submitted By: Debbie McKee
Current Case Result: Employment Authorized Reason for Closure: Employment Authorized Auto
Close

https:/feverify.uscis.gov/c/cases/2019214124623FK/view



