Alex Baker

197 Monroe St. ® Brooklyn, New York 11216 & (913)-488-9340 # albaker88@gmail.com

WORK EXPERIENCE

Yves
Executive Chef

* New York Times Review by Pete Wells, 1 star + Critics pick

Sous Chef

Mickey Drexler, CEQ J. Crew Group
Personal Chef

The Culinistas
Personal Chef

Butter Beans
Cooking Instructor
*  Teach K-6 after school cooking lessons

Greenpoint Fish and Lobster Co.
Fish Monger

Rebelle
Cook/Tournant

* 1 Michelin Star

* Opening Employee

CitiBank Executive Dining Room
Lead Line Cook
Garde Manger Cook

Locanda Verde
Entremet Cook
Garde Manger Cook

Spring
Stage
* Intern under Chef Danie] Rose

Le Chateaubriand
Stage
* Intern under Inaki Aizpitarte

EDUCATION

February 2018-May 2019

February 2017-February 2018
New York City

June 2016-fanuary 2017
New York City, The Hamptons, + Abroad

October 2015-June 2016
New York City

September 2015-June 2016
New York City

December 2015-May 2016
Brooklyn, New York

March 2015-September 2015
New York City

May 2013-August 2014
New York City

November 2011-April 2013
New York City

September-November 2014
Paris, France

September-October 2011
Paris, France

Hautes Etudes du Goiit
Gastronomy and Arts of the Table Universal Taste Diploma

Le Cordon Bleu
Diploma de Cuisine

The University of Kansas
Bachelor of Communication Studies, Business Concentration

October 2012
Paris & Reims, France

August 2011
Paris, France

August 2010
Lawrence, Kansas



' outsourcing

Your Hosphtally Statiing Professionats
Employment Application

Acrobat Qutsourcing is an equal opportunity employer dedicated to non-discrimlnatiqn in gEI employment practices. Acrobat
Qutsourcing selects the best quallfied individual for the Job based on job-ralated quaiiﬁc_atlons ragardiess of race, age {(40+},
color, religion, gender, national origin, ancestry, marital status, sexual orlentation, disability or any other status protected by

applicable faw.

Full Name A’\E X M[}W &MC@V Date: No\/ H [ 20i Gl
Home Telaphone (f[_[}) “9g€¥a340 Other Telephone { )
E;’resent Address ZIi H’k{ S(‘Lij S+ Byop Hl/}/v\,. NY N33

Permanent Address, if different from present address:

Email Address (s lcer £ @ apa | (O~

(el Eﬁ Salary desired: :P-?i/l'uf

Position applying for:
Are you currently registerad with any staffing and/or employment agencles? If so, pleage list

Are you applying for: Fuli-tima work? Yos No___ Part-tima work? Yes___ No____

Temporary work, 2.g., summar or holiday work? Yes ¥ No__ From: Te:

How did you find out about our open positon? (Please check fill In proper name of source):

Refarral [ Name of Referral Neowspapar [] Job Fair [T] Agency [[] Company Websits []
Oter ‘Web Postng {3 OQther Sourcae [l
Coula you work ovedime, if necessary?

Yas___MNo___ If hired, on what date could you startworking?

Please keep in mind that schedules and shifts may vary depending an position and season. Additionally, the hours may vary from
week to week, depending on the company neods. Please list anly the times/days yoirre availablo to work below.

FRIDAY SATURDAY

i SPECIFY HOURS SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY

[+ AVAILABLE
{ DAILY

| AM
. PM

f Do you have any vacations or extended leaves planned In the next 12 months? if so, pleasa list dates:

If yes, when?

e e NN T

Have you aver applied to or worked for Acrobat Quisourcing befora?  Yes___ No}ﬁ

Do you have friends or retatives working for Acrobat Outsourcing? Yes_ No Y2 Hyes, please state name and relationshlp

if hired, would you hava a rellatle means of transportaiion to and from work? Yes_}Q No_

I hired, can you present avidence of your legal right to live and work in this country? Yas__}z No___

Stats age if you are under 18 . i yeu are under 18, hire Is subject to verification that you are of minimum legal age to work.

Are you able to perform the essential fungtions of the Job for which you are applying? Yes__‘_q_ No

If no, describe the functlons that cannot be performed. (Note: We cemply with the ADA and consider reasonabie accommodation
rmeasures that may be necessary for eligible applicantsiemployees to perform essential functions.}

el
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outsourcing

Yout Hospitatity Staffing professionals

rrest

I

qualified applicants with a

pursuant to any and all Eair Chance Ordinances, we will consider for employment

and conviction records.

DID YOU GRADUATE?

T GRADE OR DEGREE

NAME OF SCHOOL CIY & STATE '
| | COMPLETED -
Za%8 | Eansas U hadaedor :7—/;:5
E i
Do you have any spaciaf ficenses. ceriicales of special raming? H @
| so please lis under "Spacial’. Y E NO
Ate you compular hterate? If 5. Tol sofoware knowledge under Y2 NO
| “Special,”
‘\ Are you proficient with Poimt ST Sales Systems? If, so please fist YES NQ
which ones under ~Special.” )
ualifications of spacial YES, NGO

Bq you have any othar axpantnss, training, Q
skils, which you feel rrinke you especially suited for work at Acrobat

| Ouseurging? 10, pleasa listunder “Special,”

fggecialz ‘ o
] A oy PATD W
|

Lust :;,\;law ait prasent and past employment staring with your enost recont employer (last 10 years i sutficient). Account for unamployment periods of three
mambd or mone
If 50, may we contact yeur current employer? Yes, Neo

Are you currently employed? Yes_ No.
——y
Name and Address of Employer \LVBS

Type of Business _[YM ) Supervisors Name

Telaphons No. (o
Your Position and Dutles, W’F

Dates of Empioyment From To

fleason for Leaving:

f\/l/’l//{&,u(\y eyl er

i Name and Address of Employer

H -
Type of Business __\P Yl\/m Telephons Na. { ) Supervisor's Nama
Your Position and Duties P i vt T

Dates of Employment: Froa To

Reason for Leaving:

Name and Address of Empioyer

Telephone No. | ) Supervisor's Name

Type of Business
Your Position and Dutles
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Dates of Employment: From
Raason for Leaving.

Name and Address of Employer

Tyee of Business

i,

\crobat

outsourcing
Your Hospitailty Statfing Professionals

Telephona No. { } Suparasors Name

R

Your Pestion and Duties

Dates of Employment. From

~23ASON 0r Leavng

ploase explain’ A

Have you ever been fired from any previous place of employment? If 50,

Yes___ No_>0

Have you abtarad any spacial sxills or abillies as the result of servica in tha military?

if 58, descy

noR:

¢ related to you who have knowledge of your work parformance within the lzat three years.
i R L -

List below three pensons no

i © m%"f:‘:/l £ Telephone No.

Name.

o 120 & BT S Sawive E NY  NY 000>
Occupation: D of C(»ll nfli{mﬁ%nship: BDQ ¢ Number of Years Acgquainted: P
Name: KeAl ‘;L M&C’l “VIW‘/J/ Telephons Na. aly ) “ 9 “q ooelo

Address
chpauon-VP ot 0;90&'&4‘1 onS Relationship: BDSS Number of Years Acquainted:
j/lf\—(/l &N WC«' Telephone No. 22§59 1T O

Address
Bo 595 Number of Years Acquainted:

g Hel Che £ Relationship:

ﬂama.

Ocoupation:
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outsourclng

Your Hospltality Staffing Professionals

Please Read Carefully, Initial Each Paragraph and Sign Below

| hereby ceriify ihat | have not knowingly withheld any information that might adversely afiect my chances for
employment and that the answers given by me are true and correct fo the best of my knowledge. | further certify
that I, the undersigned applicant, have personally complated this application, | undersiand that any omission or
misstaternent of material facts on this application or on any document used to secure amployment 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 Cutsourcing 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 releass ihs company, my former employers and all other persons,
corporations, partnerships and associations from any and all claims, demands or liabdities arising out of or In any
way related to such investigaticn or disclosure.

I hereby authorize Acrobat Outsourcing and its aulhorized representatives o solicit information regarding my
background, which may include but not be limited to, information abeut my empioyment, education, and/or criminal
histery, which may be in the files of any federal, state, or local erimsnal justice anc faw enforcement agency and
general public records history.

| understand that if selected for hiro, it will be necessary for me to provide salisfactory evidance of my identity and
legai autharity 1o work in the United States, and that feceral immigration laws require me lo complete an -9 form in
this regard within three days of my hire date.

}MAcrobaz Outsourcing is an at-will smploysr, | undersiand that nothing contained in the applicafion, cr conveyed

T e e e

R
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AL T e R A i o B T T

. At

R R s TR A,

during any inlerview, which may be granted or during my employment, if hired, Is Intended to create an empleyment
contract between me and the company. In addltion, | understand and agree that if | am employed, my employment
is for no definite or detarminable period and may be terminated at any time, with or withaut prior notlce, 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 uniess made in writing and signed by me and the company's designated
reprasentative.

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

Applicant's Signature pate _ N oV Lf 2011

prr




Form W-4 (2019)

Future developments. For tha [atest
infermation about any futura developments
related to Form W-+, such as legislation
anacted atter it was published, go to
wWIWW.LIrS. goviFormiWd,

Purpose. Complele Form W-{ so that your
employer can withhold the correct federal
income tax from your pay. Consider
completing a new Form W-d4 cach year andg
whan your personal ¢r finangial siluation
changes.

Exemption from withholding. You may
claim exemption from withhelding for 2019
if both of tha following apply.

*» For 2018 you had a nght to a refund of all
federal income tax withheld because you
had no ax habiity, and

* For 2019 you expect a refund of all
federal incoma tax withneld because you
expect to hava no 1ax liability,

If you're exempt, complate only hnes 1, 2,
3, 4, and 7 and sign tha form to validate it.
Your exemption far 2019 oxpres February
17, 2020. See Pub. 505, Tax Withholdding
and Estimated Tax, to loarm more about
whether you qualily for exoirption fram
wthholding.

General Instructions

If you aren't exempt, follow the rest of
thase inslructions to determine the aumbaer
of withhoiding sllowances you should claim
for vihhelding for 2019 and any additional
amaunt of rax to have withhald. For regular
wages, withhalding must be based on
aliewances you claimed ang may not ba a
Hat amount or percentage of wages.

You can also use thoe calculator at
wwwirs.gov/WApE Lo daterming your
tax withhelding more accurately. Consider

Trrraseseesseeenees - Separate here and give Form W-4 to your employor. Koep the workshesl(s} for your racerds.

Employee’s Withholding Allowance Certificate

» Whather you'ra entitled to claim a cortalir number of allowan

Foem “@

Demartment of tha Treasury
Triomad Reverue Sorvea

subjact to reviaw by tha IRS,

using this caleulator if you have a more
complicated {ax situation, such as if you
have a working spouse, more than one jobs,
ar a large amount of nomeage income not
subject 1o withholding sutside of your job.
Alter your Form W-4 takes effect, you can
also use this caiculator to see how the
amount of 1ax you're having withield
compares 1@ your projgeted total tax for
2018. if you use the calculator, you don't
nead to complote any of the worksheets for
Form W-4.

Note that if you have oo much tax
withheld, you will receive a refund when you
file your tax raturn, 1 you have too little tax
withheld, you will owe tax when you fle your
tax return, and you ought cwe a penalty.

Filers with muitiple jobs or working
spouses. if you hava mera than ong 1ob at
atims, ar i you'rs married filng jointly and
YOur Spouse i also waorking, read all of the
instructions inciuding the instructions for
tha Twe-Enrmera/Multipin Jobs Workshent
telore beginmng.

Nonwage incame. i you have a large
amount of nopwage income not subject to
withholding, such as nterest or dividends,
consider making estimated 1ax payments
uaing Form 1040-ES, Estimated Tax for
Indwidugls. therwise, you rmight owe
addibonal tax, Os, you ¢an use thg
Deductions, Adjustmaents, ang Add:tional
Incoma Warksheel on page 3 or the
calculator al www irs. goviW4App o make
sure you have enough tax withheld from
your paycheck, If you have peasion or
annuity income, see Fub. 505 or use the
caleulator at www.irs.gov/WdApp to find
out if you should adjust your withholding
on Form W-4 or W-4P,

Nonresident alien. i you're a nonresldent
align, sea Nolice 1392, Supplomental Farm
W-4 Instructions for Nonresident Aliens,
bafore completing this form.

ces or exampiion from withholding 15
Your amployer may bo required to send a copy of this form to the IRS.

Specific Instructions
Personal Allowances Worksheet

Completo this worksheet on page J first to
determine the numbor of withhalding
allowances to ciaim.

Line C, Head of household please note:
Generally, you may claim head of household
hling status an your tax roturn only i you'ra
unmarried and pay more than 50% of the
cests of keeping uvp a homa for yourself and
a qualitying individuat, See Pub. 501 for
morg informaticn about filing status.

Ling E. Child tax credit. Whan you file your
tax ratumn, you may be eligible to claim a
child tax credit for each of your eligible
children. Ta qualify, the chidd must be under
age 17 as of December 31, must be your
dapendent who lives with you for more than
haif the year, and mus! have a valid socral
securily nurmbier. To learn more about this
credit, see Pub. 972, Chitd Tax Credit. To
reduce the tax vathheld from your pay by
taking this credit into account, foliow the
structions on line E of the worksheet. On
the warksheel you vill be asked about your
totat incoms. For this purpose, 1olal incoma
includis all of your wages and other
incorse, including income eamad by a
spouse i you are ing a joint return,

Line F. Credit for other dependents.
Whion you file your tax return, you may be
cligible to claim a credht for pther
dependants for whom a child tax credit
cen't bo claimed, such as a qualifying chid
who deesn®t meet the age or social
security number requirement for the chilg
tax credil, or a qualitying relative. To feam
mere about Lhis credit, see Pub, 972, To
reduce the tax withheld from your pay by
taking this credit Inlo account, fallaw the
Instructions on line F of the workaheet. On
the worksheet, you will be asked about
your total inceme. For this purpose, tota

OMB No. 1545-0075

2019

Yout fest name and migdia inital

Bl s el

L35t name

Posdce s

2 Your goctal security number

Ohz2 ¥ 3020

Home address (hurber and street or rural route)

<l HalSeuw

£
3 m’singlo

Cimamed ] Married, but vathiald at Migher Single f2te,
Noto: if mamiad ling separately, check *Marvied, but withhatd 3t nigher Singlo rate.”

City or town, state, ind 2P ghae

12373

4 i your last pamo ditfers from that shown on your aaclal security eard,
chock hore. You must call 800-772-1213 for a replacoment card, B |

%voo Win N7

Total nurﬁber of allowances you're claiming {from the applicabie worksheet on the following pagesy . . . . 5

6  Additlonal amount, if any, you want withhald from each paycheck

7 {claim exemption from withholding for 2019, and | centify thal { meet both of the following conditions far axamption,
* Last year ] had a right 1o a refund of ali tederal income tax withhald because I had no tax liability, and
* This year | expect a refund of all foderal income tax withheld because | expact to have no tax liability.

if you meet both conditions, write "Exempt” hore .

&

17

Under penallies of perjury, 1 declare that | have exanysed this cerificate and, to the best of my knowledge aned belief, it is true, correct, and complete.
Employee's signature
{This form is not valid unfess you sign it » Date » ” / L’ / 2] °f

8 Employers name and dddress (Employer: Complete boxes B and 101 serding o IRS and complate & First date of 10 Employer identification
boxes 8. 9, and 10 if sending 10 Stato Direciory of New Hires.) employmoent number [EIN) ;
I
For Privacy Act and Paperwork Heduction Act Nolice, sae page 4. Cat. No. 102200 Form W3 2019;




- Absenteeism & Tardiness Policy

All Acrobat Qutsourcing employees are cxpected to be ar 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 Quisourcing Staffing Supervisor.
Tardiness: is defined as airiving late for work or renurning late from breaks/meals, or early departure from work. Walking off of an
assignment may lead to disciplinary action up e terminetion.

Policy

Ca'ling Off/Absent: Tf vou are not
cancellation?

Miness: If you are sick, you are re
b&&ore your scheduled shift.

NO CALL/NO SHOW: Grounds for automatic termination.

Clocking IN/OUT:You are required every time to clock in and out of your shift. If there is ne
clecking in/out, you must notify your staffing manager immediately.

able to make it 0 vour scheduled shift, you are required to give us 24-hour notice fora

quired to contact your Staffing Manager at Acrobat Outsourcing no less than 3 hours

timeshest preseat at the time of

Disciplinary Action

First Occurrence: Verbal Waming from Staffing Manager. ) N
Second Occurrence: Employee will receive 2 written counseling form 2nd placed on suspension. Any additional occurrences may
result in further disciplinary action up to and including termination

Signature: /7 :
i 4 lopGrless”

InJ ury Reporting Acknowledgement

Acrobat Outsourcing is committed to providing end maimzining 2 safe work environment. All employees play an important role in
the safety and protection of other employees, clients, guests, and property. You must always set a .g.ood example to ot]?er employees
and client’s employees by following proper procedures. You must immediately report unsefe conditions as well as accidents. If your
branch is located in Orlando, Atlanta or Auburn, ail personnel injuries, regardless of severity, should be reported 1mr.n§=d1aie1y to 1~
800-252-5275 and give the nurse the Acrobat code: DS9800. If vour brench is in another Acro_b.at location the injury must be
reported immediztely to 1-800-252-5275 and give the nurse the Acrobat code: 981109. Additionally, _you must notify. your
sIpervisor or Acrobat representative. Furthermore, the injury will be investigated and vou will be asked details about how the-injury
coeurred.

Acrobat Qutsourcing reserves the right to test any employee, subject to state law and/or 0§her contractual obligations, mcludn}g but
not limited to preemploymen: (including newly hired, rehired or reinstatec@ empioyees), job transfe_rs, reasqnable 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:

* =z positive test for any diug not preseribed by a pl'.tysician
¢+ a deliberately tampered with or adutterated semple;
+ zrefusal to take the test.

https-/fuww.taborce. netVermpDocs.aspx7id=50053 14
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Askine another person to teke the test, or”™ ‘ng the test for another employes will result i
employees involved in the incident.

paration of Employment for al]

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

Ani employse discoversd o be making a fraudulem report will be repomed 1o the Department of Insurance Regulation and
prosecuted to the full extent of the law.,

I, 1e undersigned employes, have read and understand employes injury reporting process, I understand that any work-related njury
or ‘lizess must be reported immediately 10 1-800-252-3275 and the Acrobat suparviser.

fﬁjﬁo W Pake —

Unlawful Harassment & Sexual Harassment Policy

Actobat Qutsourcing is comrmitted o & Work enviromment in which ail individuals are weated with respect and dignity. Each
ir%dividual has the right to work in & professional atmosphere that promotes equel employment opportunities and prohibits unlawsy]
discriminatory practices, including harassment, Therefore, Acraobar Outsourcing expects that ajl relationships among persons in the
office will be business-like and free of bizs, prejudice, and harassment.

Acrobat Cutsourcing has developed this policy to ensure that ali its employees can work in an environment free from unlawiul
berassment, discrimination, and retaliation. Acrobat Outsowrcing will make every reasonable effort to ensure that all concerned are

feiniliar with these policies and are aware thar any complaint in violadon of such policies will be investigated and resolved
afipropriately.

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

These policies should not, and mey not, be used as a basis for excluding or separsting individuals of 2 pardcular gender, or any other
protected characteristic, fom participating in business or work-related social activities or discussions. In other words, no one should

privileges, and perquisites of employment. The prohibitions against havassment, discrimination, and retaliation are intended to

Equal Employment Opportunity

} is the policy of Acrobat Oursourcing to ensure equal employment opportunity without d.is:crinﬁna?jon or ha:as.sp:lenx on the ‘pasis
of race, color, religion, sex, sexual orientation, gender identity or expression, age, d&sab1}1ty, mar‘xta_tl status, cluzgnslgzpf national
origin, genetic information, or any other characteristic protected by law. Acrobat Outsourcing probibits any such discrimination or
harassment,

Rétaliation

Acrobat Qutsourcing encourages reporting of all perceived incidents of discriminat.ion or he_zrgssment_. It is the-policy o.f xf-}c;obat
Outsourcing to promptly and thoroug y investigate such reports. Acrobat Cutsourcing prohibits reteliation against any individyal
W0 reports discrimination or harassment or participates in an investigation of such reports.

Sexual Harassment

Sexual harassment constitutes discrimination znd is iflegal 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 wwelcome sexual advances,
Tequests for sexual favors and other verbal or physical conduct of 2 sexual narure when, for axample g) §ubnussmn to 81_1ch conduct

is made either explicitly or implicitly 2 term or conditon of an individual’s employm@p b) submission to or rejection of such

conduet by an individual is used as the basis for employment decisions affecting such mdmd}lal., or ¢) such conduct has.ﬁle purpose

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

environment.

http's:f/www.taborca.neb’empDocs.aspx?iida‘SOQSQ 24
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Title VII of the Civil Rights Act of 17> recognizes two types of sexusl herassmer ) quid pro quo and b} hostile work
environmen:. Sexual harassment may incluws a range of subtle and not-so-subtis behaviors and may involve individuals of the same
or different gender. Depending on the circumstances, these behaviors may include unwanted sexual advances Or requests for sexual
favors; sexual jokes and innuendo; verbal abuse of a Sexual namre; commentary about an individual’s body, sexnal prowess or
sexual deficiencies; leering, whistling or touching; insulting or obscene comments or gestures; display in the workplace of sexually
Suggestive objects or pictures; end other physical, verbal or visual conduct of  sexual nature.

3

Harassment

Herassment on the basis of any other protected characteristic is also sirictly prohibited. Under this policy, harassment is verbal,
written or physical conduct that denigrates or shows hostility or aversion toward an individual because of his or her race, color,
re‘igion, sex, sexual orientation, gender identity or expression. nadonal origin, age, disability, marital starus, citizenship, genetic
intormation, or any other characteristic protected by lzw, or thet of his or her relatives, fiends or associates, and that: a) has the
puipose or effect of creating an intimidating, hostile or offensive vork environment, b} hes the purpose or effect of unreasonably
-interfering with an individual's work performance, or ¢) otherwise adversely affects an individual’s employment opportunites,

Ha:mssing conduct includes epithets, shurs or neganve stereqtyping; threatening, intimicaring or hostile acts; denigrating jokes; and
Wwrltten or graphic material that denigrates or shows aostility 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,
phene (including voice messages), text messages, social networking sites or other mesans.

Individuals and Conduct Covered

These policies apply to ali applicants and employees, whether relaed 1o conduct engaged in by fellow employees or by someone not
directly connectsd to Acrobat Outsourcing (e.g., an outside vendor, consultant or custormer).

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as
diring business trips, business meetings, and business-related social events,

Raporting an Incident of Harassment, Discrimination or Retaliation

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

I addition, Acrobat Outsourcing encourages individuels who believe they are being subjected to st}ch cc_:nduct to promptly advise
the offender that his or her behavior is unwelcome znd o request that it be discontimued. Often this action alone will resolve the

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

In-{ividuals who believe they have been the victims of conduct prohibited by this policy or believe they have wimess_ed such conduct
should discuss their concerns with their immediate supervisor, Human Resources, any member of Acrobat Qutsourcing mAanagement
or any ombudsman. Individuals may also report suspicious activity to (866) 326-4571.

Acrobat Qutsourcing encourages the prompt reporting of compiaints or concerns so that rapid and constructive action can be mlfen -
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 actuzl or perceived incidents of harassment,

Aty reported allegations of harassment, discrimination or retaliztion will be ipv&eﬁgated promptly. Employees will be provided a

Harassment Reporting Form. The investigation may include individual interviews with the parties involved and, where necessary,
with individuals who may have observed the alleged conduct or may have other relevant knowledge. -

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

Retaliation against an individual for reporting harassment or discrirnination or for participa‘;ing. m an invgsﬁgatiqn of a clz.aim 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 reporied immediately and will be promptly investigated and addressed.

Misconduct constituting harassment, discrimination or retaliation will be deali with appropriateiy._Respopsive action may include,

o example, training, referral to counseling or disciplinary action such as a warning, reprimand, }mthho%dmg ofa promotion or pay
‘increase, reassignmens, temporary suspension without pay, or termination, as Acrobat Outsourcing believes appropriate under the
circumstances.
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Ifa party to a complaint does not agree W its resolution, that ety may appealio Steve . r, Chief Executive Officer.

‘False and malicious complainis of harassment, discrimination or Tetaliation

: ' ; _ : (as opposed o complaints that, even if erroneous, are
made in good faith) may be the subject of an appropriate disciplinary action.

Acknowledgment

I Bave read and understand all abgve poiicizs

oy~

.Conﬁdeﬁﬁaﬁty & Non-Disclosure Agreement

I; the undersigned employes, understand that in the course of my e plovment with Acrobat Outsourcing, § tmay have access tg and
Become acquainted with information of a confidential, PTODIIStaryY Or Secrer naturs which is or may be either applicable or related to
© Present or future business of Acrobart Qutsourcing, its research and development, or the business of its customers. Such trade

secret Information includes, but ig 1ot limited to, software, inventions, processes, compilations of information, records,
specifications and information concerning customers and/or vendors.

L agree that Y will not disclose any of the above mentioned wade secres, direcdy or indirectly, or use them m ary way, either during
the term of my employment or at any time thereafier, Except as required in the course of my employment with Acrobat Outsourcing.
I understand thar | am immune from civil or criming] liebility for disclosing trade secrets for the purpose of reporting o
investigaﬁng 2 suspected violation of law, or for disclosing trade secrets in & legal proceeding if the information is filed under seal..

Tals understand that client lists of Acrobat Outsourcing, for which [ have, or may ha\fe, access to «:h.u-in.gr my employ_m_ent, are trade
Secrets and shall be solely the Dbroperty of Acrobat Outsourcing, I agree that I shall neither directly nor qulregﬂy solicit business a5
o products or services competitive with those of [Acrobat Outsourcing] based on information from the client lists.

Finally, T understand that T am an at-will employes of Acrobar Cussourcing and thar this agresment is not to be construed as
constifuting a promise of continued employment.

Sig ature: @.9;0)@ @%}/
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