Cory Gaytan

Brookiyn, NY 11233
{650} 621-0817
corygaytan@gmail.com

Experience

APRIL 2016 - SEPTEMBER 2019
Pinhole Coffee, San Francisco - Barista

-

e Serve in a fast-paced environment while maintaining a high level of customer service
e Agsist in training new employees
o Facilitate coffee cuppings

FEBRUARY 2017 - JULY 2019
The Design Collective, San Francisco - Assistant

o Manage basic accounting, invoices, and expenses
o Create organization solutions for office space and digital files
e Compile infermation and products for upcoming business meetings

MARCH 2015 - APRIL 2016
Blue Bottle Coffee, Palo Alto/San Francisco - Barista

e Create and serve specialty cofiee drinks
¢ Educate customers on coffee processing, growing and brewing methods
o Remain knowledgeable of current coffee offerings

Summary

Successful multitasker with attention to detail, paired with 6+ years in the service industry
enabling a high level of customer service. Ability to maneuver a fast paced work environment with
appropriate prioritization and problem solving skills. Familiar with standard opening and closing
procedures and well versed in POS systems. Proficient in Microsoft Word, Excel, and Powerpoint.

Education

Gunn High School, Palo Alto -2013
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Employment Application

& to non-discrimination in all employment practices. Acrobat
d on job-related gualifications regardless of race, age {40+),
al orientation, disability or any other status protected by

Acrobat Qutsourcing is an equai opportunity ermnployer dedicate
Outsourcing sefects the best qualified individual for the lob base
colui:. religion, gender, nationat origin, ancestry, marital status, sexu
applicable law.

e e

)

culName Loraune . Grofton pate: WAGMADNA
Home Telephone (shy o\ ZORE Othver Telephone ()
Present Address 1L Decakuyr 9"‘1‘/ P\T‘Gb\(\\l' \ AT

Sermanent Adcress, if different from present 2gdress.

Email Address (1Y gm‘\w\ @,qmoim
- J

T

Position applying for:

ﬂt):;ﬂ_r,i 5 R_‘?\ Salary destred: fﬁ? f/' e
!

Ars you currently registares with any s1affing and/or employment agencies? If 5o, please list

Fuli-time work? chjﬁ__ No___ Farn-time work? Yes__ Mo

Temporary work, £.§., Surmmer of holigay work? Yes___ no X From: To:

How did you find out aboul our spen positen? (Please chack filt in proper name of SEUICE):

Referral E}; Name of Ret‘erraii\ \ el \L%wspaper 3 Job Fair ] Agency {7 Company wabsite ]
Qther Weé posting (J Othor Sourca (")
Could you work overtime. if necassary?

Are you applying for:

Yesi\_Nc If hirad, on what date could you startwarking?

d season. Additionaliy, the hours may vary frem

Pleasa keep in mind that schedules and shifts may vary depending on pasition an
ou'ra availeble to work below.

week to week, depending on the company needs. Please tist only the times/days yi

| SPECIFY HOURS T sunoar | MONOAY T TUESDAY | WEONESDAY | THURSDAY  :  [RIDAY SATURDAY

| T AvALABIE | \ ‘ !E l

5 DAILY ] -

An | | e TaRevN  1GPen Oean | Upen l

TR Sounloen [open 1O Qon | |

axtended leaves plannad in the next 12 months? lf 50, please llst dates: ‘

Do you have aay vacations or

If yes, when?

Have you ever appliad 0 C7 worked for Acrobat Oulscurcing bafore? Yes. . No_ﬁ_

Do you have fnends of relatives working fer Acrobat Outsourcing? Yes_L_Ne%-__ If yas, please state name and relationship
Aorl Mo ~ Crin

if nired, would you have a reliable means of ransporaton o and from work? Yes_)&_ No___

if hired, can you present evicence of your tegal tight o live anc work in s county? Yasﬁ_ No___

Siate age If you are under 18 . ¥ you are under 1€, hire is supject to verification that you are of minimum legal age 1o work.

Are you abig 1o perorm tne aasential funciiens of the isn for which you are applying? Yes)_g_ Mo
5 that cannct e performed. (Note! Wa comply with the ADA and consider reasonasie accommodation

i nc, dascripe the function
far atigible applicantsiemployees to perierm essential functions.}

mpasures that may be necaessary

R AR R
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for ernployment qualified applicants with arrest

Pursuant to any and all Fair Chance Ordinances, we will consider
and conviction records.

D YOU GRADUAT E?

NAME OF SCHOOL CITY & STATE GRADe D& DEGREE i D
? COMDLE TED

%L_Qy\w M. Gunn i‘pc\\m\m!cx BT ﬂi_g\,,;s/
f NO

ﬁ Do you have any zpecial ficenses. ce’z'ﬁcates or special taining? [
b \ so please st under "Specigt’ YES !
Ate you somputer Tearata? ¥ so, iist software hoowledge under ; @ NO

“Special.” 5
Ace you proficient with Pont of § \ NG
#rhich ones ynder “Special”
Do you have any other axpenence, raining, quakifications or gpacial
skills, which you feel make you espacially suiled for work at Acrobat
Oulsourcmg” U 50, please hel undar “Special.”

Hyeas ot

| Special:
\:mkﬁf_ce\.‘%w?om\-‘mw . o FRNL
o&(-&.

ales Systems? i, so plaase list

[Q(UL \ k;!.l'\ i\

D e ok PR Ta

List below ali present and past employment sianing wilh your most recent employer (last 10 years is sufficient). Account for yremployment poticds of three

monihs or mora )(;
foyed? YoS }é No____ if so, may we contact your current employer?  Yesi . No___

2oy ke Cobtee. (LB W st Nespae NI
ot __________,_____.__-Suparvisor's Namom&@_
U BN ;

DYion CAeiind

T SR

Name and Address of Employer

Type of Business CO& €.
Your Posivon and Duties &ir‘\

dukies, sk (pbERe and 10790

Dates of Employment; From l’” | :} (-\.'l\(l"lf\)f
RO L3N] O‘P@M\)\'\'\\t'\%
; Name and Address of Employer ¢ [ \ (W’F\.(w\b\ ey Q(}\\;\\:{ang;co, C&qt-i 1o

’ C&QQ.. Telephone Ne. (.. Supervisor's Namea‘j\ AAY Depq‘@jqbo

Type of Business

vour Pesition and Duties bt‘)-\/\'g"”\} O‘éé'\‘n"‘ 1A kﬂ'\m, 4] gggg a~A (,\r!\\v\&‘\ AP Lo | -{"QS,}\M W\MS,
falf e-mal vt i Hae agh 111 %W\ﬂw&w#

Dates of Employrment: me"flwtw!b To ﬂ_‘i “ L\

Telephona No.

<

Reason for Leaving!

Reason for Leavtng N Q,U\J

Name and Address of Employer E} l__ZD_ OH’I 0 (ggge,e_, "jaq\\-mm\\(o (P( IQQ\O P&b(ﬁ
; Type of Business Cﬂ[’ez Telephone No. (.} Supervisor's Name 'YU\SOV\ Q-\o\,.mw
i QMM V\.?., 0‘(7&\'0\¥b Sohon c)\-e\)“gy\ oGl

Your Position and Duties
WMME ‘{‘Q.L_\‘_{J&‘; QQC, GP-Q_V'\\\'\G\‘S C\C)%\Y\q m(@d\}ﬂﬂa

2
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Dates of Employment From?)liﬁ_li To j{__Z_QLQ
Reason for Leaving: t\'\? [\ OUOOY‘\‘QV\‘\'IQ/Q\

Nams and Address of Employer

Type of Business __, Telaphore Ne. { ) Supenasor's Name

Your Postion ana Duties

Dales of Employment: From To

- 2ason for Leaving

Have you ever been fired from any previous place of employment? lf so, please axplain’

service in the military? Yes___. Mo

Have you obtainad any specai skills or abilties as the result of
H s, describe:

of your work performance within the last throe years.

List below three porsons not related to you who have knowledge

Name: 0} EU‘QV\ DQQO\W\QY)O Telephone No. M) _TLR"Z\?'O

Address Z&S CQY'\’\QNI\ P{\R.-SCU\\;’D-Y\&'GCQ l(Ja“q"“\O
Ocaupaiion:Cd.r’Q_ OUO‘N‘/ Relationship: K-?;\r MWE"\MW Number of Years Acquainted: l

Name:DQN\Y\'Qf{-— SC\'\Y\?&JQ*(M Telephone No. { o) 619 ’6q 4

Address \gd‘/\ ‘ VAN . (/P"’
Ccecupation: Creohye Relationship Y& féﬂg@j%umbarof Years Acquainted: Viv

‘%dame: ﬁQ\Bd\e %OW\QI‘{\\( Telephone No. i) 104 "O%ﬂ}

Address S@\V\' g/a NSO | C A
Ocoupation: Y eSS\ an Relationshipmmﬂgumber of Years Acqualnted: fo)
J

(V3
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Please Read Carefully, Initial Each Paragraph and Sign Below

I hereby cenify that | have not knowingiy withheld any informaticn that might adversely affect my chances for

employmert and that the answers given by me are rue and correct to the best of my knowledge, | further certify

that |. the undersigned applicant, have personally completed this application. | understand that any omission or

misstaiement of material facts on this application of cn any document used to secure employment shall be grounds

Elr rejection of this application or for immediate discharge «f | am employed, regardless of the time elapsed before
scovery.

| hereby authorize Asrobat Cuisourcing to thorougnly investigate my references, work record, education and other
matters related to my suitability for amployment and, further, authorize the references | have listed to disclose to the
company any and alt letters, reports and other information related to my work racords, without giving me prior notice
of such disclosure, In addition, | hereby release the company, my former employers and all other persons,
corporations. partnerships and associations from any and ail claims, demands or Nabilities arising out of or In any
way related 1o such invesugation or disclosure,

I hereby authorize Acrobat Outsourcing and its authorized representatives to solicit information regarding my
background. which may include but not be limited lo, 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 enforcament agency and
ganeral public racords history.

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

Acrobat OQutsourcing is an atwill employer, | understand that nothing ¢ontained in the application. or conveyed
during any interview, which may be granted or during my amployment, if hired, Is intended to create an employment
contract batween me and the company. [n addition, 1 understand and agree that if | am emgloyed, my employment
Is for no definite or determinable period and may be terminatad at any time, with or without prior notice, with ar
without cause, at the option of either myself or the company, and that no promises or representations contrary ta
the foregoing are binding on the company unless made in writing and sigred by me and the company's designated
reprasenialive.

! hereby acknowledge that [ have read and understand the above statements.

Applicant’s Signature (}’//7/{7%‘ Date “ / “o }}q

L i
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Form W-4 (2019)

Future developments, For the latest
rformation about any futurg developments
related to Form Wed, such as legsiation
enacted atter it was published, go to
WWWIs. gov/Formindd,

Purpose. Complate Form wW-d 50 Y your
employer can withhole the correct lederal
Come tax fram your pay. Consider
completing a new Form Wt each year and

when your personal or financal situation
changes

Exemption trom withholding, You may
clam exemnphion from seithholaing tor 2014
it both oi the foliowing apply.

* For 2018 you hat a nght 1o a refund of aif
lederal mcomae tax withhold because you
had no tax habidity. and

* For 2019 vou expact a refund of all
tederal iIncome tax withhelg bacause you
Tpect to have no tax habiity

' you're exempt, complate only lines 1, 2,
3. 4, and 7 and sign the form to valdate ).
Your exemption for 2018 axpires February
17, 2020. Sea Pub, 505, Tax Withholding
ana Estmated Tax, ta learn mote about
whether you quahly for exemplion from
withhelding.

General Instructions

i you aren't exempt, foliow the rast of
these instruciions to determine the numbar
of wathholding allowances you should claim
for withholding for 2018 and any additiona
amount of 1ax to have wathheld. For raguiar
wages. withholding must be based on
allowances you claimead and may not be a
flat amount ar percentage of wages.

You can alsc use the calculator at
WWVLIrs.gaviWaApp to determing your
tax withholding rmore accurately. Censider

Form m@

Cepartmart o the Treasusy
i tenal Rivermun Serven

using this calcutator of you have a more
comglicated tax siuation, such as you
have a working spouse, more than one job,
or a targe amount of nohwage income not
subject to withholding outstde of your job.
After your Form W-d takas effest, you can
3150 use this calculater 1o see how the
amount of tax you're having withhald
compares to your ptojeciad total tax lor
2019. If yau use the caleulator, you don’t
arad to complote any of the worksheots for
Forny w-4,

Note that if you have 100 much tax
wilhbeld, you will receve a refund when Yo
fda your tax return, 1 you have too Mtle tax
withheld, you will owe tax when you fle your
tax return, and you might owe a penatty.

Filers with multiple jobs or working
spouses. f you have mare than one job at
atime, or if you're manied hiing jointly and
your spouse s also working, read all of the
instructions inchuding the instruclions for
tho Two-Eamers/Multipla Jobs Workshaat
betore beginning,

Nonwage incame, If you have a large
amount of nonwage income not subject to
withholding, such as nterest or dividends,
coasider making estimated tax payments
using Form 1040-£8, Estimated Tax for
Indhviduals, Otherwise, you might owe
additional tax. Or, you can use the
Deductions, Adjustments, and Additional
income Worksheet on page 3 or the
calculator al wyav,irs. govAN4Apn to make
sute you have enough fax withheld from
your paycheck. If you have pension or
annuity income, see Pub. 505 or use the
calculator at www.rs.goviW4ADp to find
out il you should adjust your withhalding
on Form W-4 or W-4P,

Nenresident alien. If you're a nonrasident
alien, sea Notice 1392, Supplemental Form
W-4 Instructions for Nenrasidant Aliens,
before complating this foren,

ARCOS or cxamption from withhelding is
d ta sand a copy of this form 1o the IRS,

Specific Instructions

Personal Allowances Worksheet

Complate this worksheot on page 3 first 1o
datarmine the number of withholding
allowances to claim.

Line C. Head of household picase note;
Generally, you may claim head of household
fisng status on your tax retum only if you're
unmarrizd and pay more than 50% of the
costs of keeping up a home for yoursell and
a qualifeng ndividual. See Pub, 501 for
maore information about filing status,

Line E. Child tax credit. When you fila your
tax return, you may bie eligible to claim a
child tax credit for each of your elgible
crildren. To qualtfy, the chdd must be under
age i7 as of December 31, must be your
depandent who lives with you for mars than
haif the year, and must have a valid social
segurity number, To learn more about his
cradit, see Pub. 972, Child Tax Credit. To
reguce tha tax withhald fram yous pay by
taking this credit into acgount, follow the
nstructions on fine £ of the worksheet. On
the warkshest you will be asked about your
total ingoma. For thig purpose, tolal ingome
mciudes all of your wages and other
income, including incoma eamad bya
spousa if you are filing a joirt return,

Line F. Credit for other dopendents.
Whan you file your tax return, you may be
eligible to ¢laim a credit for other
dependents for whom a child tax credit
can't be claimed, such as a qualitying child
who doesn’t meet the age or social
security number requirement for the chid
tax credit, ar a qualifying relative. To leamn
more about this credit, sea Pub. 872, To
reduce the tax withheld from your pay by
taking this credit into account, follow the
nstructions on hine F of the warksheet, On
the worksheet, you wiil be asked about
your total income, For this purposa, total

Seporate here and give Form W-4 to your employar. Keep the worksheot{s) for your racords.  ---cessezeecemmumsunnnooo.

Eraployee’s Withholding Allowance Certificate

# ¥{hother you're entitled to claim a cerlain number of altow.
subject to raview by the IRS. Your employar may ba require

OMB No. 1345.0074

2019

1 Your first name and muddle indial

Coroymu R

Last narma

(‘;ax{lrom

2 Your soclal security numbaor

0% -0 - dIrd

3 M Sngle | |Mamod

Hota! )f masrag Hing separately, check “Marmed, but withhald a3 higher Singla rale

[:] Married, but witkhold at higher Singla rate.

Herme aderess inamber gﬁtreel of rufal rgustol
| Decabwrst, 1L
G

ity of town, state. and ZIP cods

4 Ityour last namo ditfers from that shown on your social security card,
chock herg, You must call 800-772-1213 for areplacomant eard.

L

Brookdy , NY_ 12373
5

Total number of allowances you're claiming (from the applicable worksheet on the folf

6  Additional arount, if any, you want withheld from each paycheck

7 Iclarn exemption from withholging foe 2019, and [ certify that | meet both of the following condstions for gxemplion,
* Lasi year | had a nght to a refund of all tederal income tax withheld bacausa | had no lax lability, and
* This year | expect a refund of all teceral income tax withhel

If you meet both conditions, write "Exempl” here |

d because | expact 1o have no tax liability.

owing pages) . . . . 5 |

6

7]

Under penalties of perury, Fdectire that Ehave examined this centificate and, 1o the best of 11y know

oy

Employee’s signature
{This form 15 not vatid unless you sign e

tedge and belef, it s rye, carrect, and complete,

Date w Ll/(h LLq

8 Employer's names and address (Emplayen Comp!é{e tidkes 8 and 10 sendng 1o 183 and camplate
Goses 8. 9. and 14 sending 1o State Direciory of Mow Fires.)

9 First dista of
empioyment

10 Employer wantilication
number (E1N}

For Privacy Act and Paparwork Reduction Act Noticas, see pago 4.

Cal. MNe. 102200

Ferm W-4 2019
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Absenteeism & Tardiness Policy

All Acrobat Qutsourcing 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 to 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 arriving late for work or returning late from breaks/meals, or early departure from work. Walking off of an
assignment may lead to disciplinary action up to termination.

Policy

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

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

N CALL/NO SHOW: Grounds for automatic termination.

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

Disciplinary Action

]"irst Occurrence: Verbal Warning from Staffing Manager.
Szcond Occurrence: Employee will receive a written counseling form and placed on suspension. Any additional occutrences may
result in further disciplinary action up to and including termination.

Signature (/(3

Injury Reporting Acknowledgement

A robat Outsourcing is committed to providing and maintaining a safe work environment. All employees play an important role in
the safety and protection of other employees, clients, guests, and property. You must always set a good example to other employees
and client’s employees by following proper procedures. You must immediately report unsafe conditions as well as accidents. If your
branch is located in Orlando, Atlanta or Aubum, all personnel injuries, regardless of severity, should be reported immediately to 1-
800-252-5275 and give the nurse the Acrobat code: DS9800. If your branch is in another Acrobat location the injury must be
reported immediately to 1-800-252-5275 and give the nurse the Acrobat code: 981100. Additionally, you must notify your
supervisor or Acrobat representative. Furthermore, the injury will be investigated and you will be asked details about how the injury
occurred.

£ .crobat Qutsourcing reserves the right to test any employee, subject to state law and/or other contractual obligations, including but
not limited to preemployment (including newly hired, rehired or reinstated employees), job transfers, reasonable cause, accidents
with property damage or in this case, injuries requiring professmnal medical treatment. In compliance with all applicable laws,
separation of employment may result after:

 a positive test for any drug not prescribed by a physician
« adeliberately tampered with or adulterated sample;
» arefusal to take the test.

hitps:ffuww.taborca.net/empDocs.aspx?iid=26104 115
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f‘“.éking another person to take the test, 0.  ing the test for another employee will result in Separation of Employment for all
emnployees involved in the incident,

Please note, providing false information, or omitting pertinent information regarding a work-related injury will lead to termination.
Any employee discovered to be making a fraudulent report will be reported to the Department of Insurance Regulation and
prosecuted to the full extent of the law,

L, the undersigned employee, have read and understand employee injury reporting process. [ understand that any work-related injury
or illness must be reported immediately to 1-800-252-5275 and the Acrobat supervisor.

F.rm not yet accepted / Cg\/
(N=g

Authorization & Release to Obtain Information

As part of our hiring background and investigation, we may obtain consumer reports to prepare an investigative consumer report.
The investigative consumer report may consist of contacting all listed prior employers to verify your employment history. It may
also include, but not be limited to, credit information reports, criminal history reports and driving history records. Under the
provisions of the Fair Credit Reporting Act (15 USC at 1681-1681u) as amended, before we can seek such reports, we must have
your written permission to obtain the information. You have the right, upon written request, to a complete and accurate disclosure of
the nature and scope of the investigation. You are also entitled to a copy of your Rights under the Fair Credit Reporting Act.

Under the provisions of the Fair Credit Reporting Act, 15 USC, Section 1681 et seq., the Americans with Disabilities Act and all
applicable federal, state, and local laws, I hereby authorize and permit Acrobat Outsourcing to obtain a consumer report and/or an
investigative consumer report which may include the following:

* My employment records;

* Records concerning any driving, criminal history, credit history, civil record, workers’ compensation (post-offer only) and
drug testing;

* (For truck drivers only) In accordance with the Department of Transportation Motor Carrier Safety Regulations, Section
382.413, information concerning alcohol and controlled substances for the past 2 years;

» Verification of my academic and/or professional credentials; and information and/or copies of documents from any military
service records.

I understand that an “investigative consumer report” may include information as to my character, general reputation, personal
characteristics, and mode of living which may be obtained by interviews with individuals with whom I am acquainted or who may
have knowledge concerning any such items of information.

L agree that a copy of this authorization has the same effect as an original.

I further direct and authorize such third parties who may be the custodians of or who may be in possession of requested records or
i: formation to disclose such information or records to Acrobat Qutsourcing or their representatives and agents, in connection with
this authorization and release.

I hereby release and hold harmless any person, firm, or entity that discloses matters in accordance with this authorization, as well as
Acrobat Outsourcing from liability that might otherwise result from the request for use of and/or disclosure of any or all of the
foregoing information.

I understand and acknowledge that under provision of the Fair Credit Reporting Act, I may request a copy of any consumer report
from the consumer reporting agency that compiled the report, after I have provided proper identification.

I hereby authorize Acrobat Outsourcing to obtain and prepare an investigative consumer report as set forth above, as part of its
investigation of my employment application. I voluntarily provide my date of birth in order to obtain, and verify records obtained in,
the. background check. This authorization shall remain in effect over the course of my employment. Reports may be ordered
periodically during the course of my employment.

https:/iwww.taborca.net’fempDocs.aspx?iid=26104 215
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g (;alifomia, Oklahoma, and Minnesota idents only: If you are a current resident of CA, OK, and MN, you have the right to
receive a copy of any consumer report pertaining to you that is obtained by us from a consumer reporting agency. If you would like
a free copy of any report that is obtained or prepared, please check the box.

T\{" ., B
o £ e

— ~

‘W.

(&

Unlawful Harassment & Sexual Harassment Policy

Acrobat Outsourcing is committed to a work environment in which all 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 unlawful
discriminatory practices, including harassment. Therefore, Acrobat Outsourcing 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
harassment, discrimination, and retaliation. Acrobat Outsourcing will make every reasonable effort to ensure that all concerned are
familiar with these policies and are aware that any complaint in violation of such policies will be investigated and resolved
appropriately.

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

These policies should not, and may not, be used as 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 engaging in discrimination or exclusion to avoid allegations of harassment. The law and the policies of Acrobat
Outsourcing prohibit disparate treatment 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

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 orientation, gender identity or expression, age, disability, marital status, citizenship, national
origin, genetic information, or any other characteristic protected by law. Acrobat Outsourcing prohibits any such discrimination or
harassment.

Retaliation

A.robat Outsourcing encourages reporting of all perceived incidents of discrimination or harassment. It is the pelicy of Acrobat
Qutsourcing to promptly and thoroughly investigate such reports. Acrobat Qutsourcing prohibits retaliation against any individual
who reports discrimination or harassment or participates in an investigation of such reports.

Sexuval Harassment

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

ditle VII of the Civil Rights Act of 1964 recognizes two types of sexual harassment: a) quid pro quo and b) hostile work
environment. Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve individuals of the same

https:/fwaww.taborea.net’'empDacs.aspx?iid=26104 3/5
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or different gender. Depending on the ci.  .nstances, these behaviors may include unwanted sexual advances or requests for sexual
favors; sexual jokes and innuendo; verbal abuse of a sexual nature; commentary about an individual’s body, sexual prowess or
sexual deficiencies; leering, whistling or touching; insulting or obscene comments or gestures; display in the workplace of sexually
suggestive objects or pictures; and other physical, verbal or visual conduct of a sexual nature.

Harassment

Harassment 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 toward an individual because of his or her race, color,
religion, sex, sexual orientation, gender identity or expression, national origin, age, disability, marital status, citizenship, genetic
information, 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 environment, b) has the purpose or effect of unreasonably
interfering with an individual’s work performance, or c) otherwise adversely affects an individual’s employment opportunities.

Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or hostile acts; denigrating jokes; and
written or graphic material that denigrates or shows hostility or aversion toward an individual or group that is placed on walls or
elsewhere on the employer’s premises or 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 conduct engaged in by fellow employees or by someone not
directly connected 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
during business trips, business meetings, and business-related social events.

Reporting an Incident of Harassment, Discrimination or Retaliation

. crobat Outsourcing encourages reporting of all perceived incidents of discrimination, harassment or retaliation, regardless of the
offender’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.

In 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 Qutsourcing 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 witnessed such conduct
should 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 (866) 326-4571.

Acrobat Qutsourcing 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 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.

Acrobat Outsourcing will maintain confidentiality throughout the investigatory process to the extent consistent with adequate
Iwestigation and appropriate corrective action,

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

Misconduct constituting harassment, discrimination or retaliation will be dealt with appropriately. Responsive action may include,
for example, training, referral to counseling or disciplinary action such as a warning, reprimand, withholding of a promotion or pay
insrease, reassignment, temporary suspension without pay, or termination, as Acrobat Outsourcing believes appropriate under the
cirsumstances.

If a party to a complaint does not agree with its resolution, that party may appeal to Steve Scher, Chief Executive Officer.
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False gnd malicious complaints of hara. .ent, discrimination or retaliation (as opposed to complaints that, even if eIToneous, are
made in good faith) may be the subject of an appropriate disciplinary action.

Acknowledgment

T have read and understand all above policies

(5

Confidentiality & Non-Disclosure Agreement

I, the undersigned employee, understand that in the course of my employment with Acrobat Outsourcing, I may have access to and
become acquainted with information of a confidential, proprietary or secret nature which is or may be either applicable or related to
the present or future business of Acrobat Outsourcing, its research and development, or the business of its customers. Such trade
szcret information includes, but is not limited to, software, inventions, processes, compilations of information, records,
specifications and information concerning customers and/or vendors,

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

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

Finally, I understand that I am an at-will employee of Acrobat Outsourcing and that this agreement is not to be construed as
constituting a promise of continued employment.
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