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outsourcin
Your Hospitality Sating Promiam%

Employment Application

Acrobat Outsourcing is an equal opportunity employef dedicated to non-discrimination in ail employment practices. Acrobat
Qutsourcing selects the best qualified individual for the job based on job-related qualifications regardiess of race, age {40+),
coler, raligion, gender, national orlgin, ancestry, marital status, sexusl orientation, disability or any other status protectsd by
applicable law.

raname _A\EXANALA  SLOMIO Date: || 25|20
Home Telephone (A0 $ S0~ 2215 Other Telephons ( )
éresent Address S AintdN_ ST p\’\?'\" S NI ‘éof"’ , vew U ork ooz

Permanent Address, if differant from present addrass:

Email Address orle xandra . Slomgo (o Mt . eom.

Position applying for: g H\'}!& PO"C,QJ OP\’Q‘N a( 60/{\"/ Sallry as!rod: Né’ @D“ﬂ {‘\'(b L@/ .

Are you currantly registerad with an staffing andfor amployment agencles? If s0, please list
N TI’—\' £

Are you sppiying for: lFu!l-tima work? Yes___ No____ Part-tme work? Yes_'\Z No_ .

Temporary work, €.5., summar or holiday work? Yes___ No___  From: To:

How did find out about our open position? {(Pleass check fill in proper name of source):

Referral Name of Referral R“Mlssﬂ' MNAs: Newspaper [ Job Fair (1 Agancy [T} Company Website O

Other Web Posting [ Othar Sourca []

Could you work overtims, if necessary? Yas__\__/No__, if hired, on what date could you start working? ﬂ’ SW
1

Pleasa keep in mind that schedules and shifes may vary depending on position and season. Additionally, the hours may vary from
week to week, depending on the company needs. Plsase list only the times/days you'rs avaifabie to wuork below.

SPECIFY HOURS SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY I ERIDAY SATURDAY
AVAMLABLE
i DALY / y P A v/ P v’/
: AM \// v yi v z 2 2z z
- 7 7 vy 7 7 V4 v
Do you havs any vacations of axtended Isaves plannad in the naxt 12 months? if sc, ptoass list dates:

a1

if yes, when?

Have you ever applied to or worked for Acrobat Outsourcing before? Yes___ No __/
Do you have friends or relativas working for Acrobat Outsoureing? Yes_ _No V. Ifyes, piease state name aryd relationship

Z

if hired, would you have a rellable means of tranaportation to and from work? Yes ‘/ o

s it

If hired, can you presant svidanca of your lagal right to live and work in this country? Yas Y No__.

State age if you are under 18 , If you are under 18, hire is subject to vertfication that you are of minimum legal age to work.

Are you abtle to parform the essential functions of the job for which you are applying? Yes ¥ No___

if no, deacribe the functions that cannot be parformed. {Note: We comply with the ADA and consider reasonable accommuodation
measures that may be necessary for ellgible applicantsiemployees to perform essential functions.)
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outsourcing
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Please Read Carefully, Initial Each Paragraph and Sign Below

‘ i§ | hereby certify that | have not knowingly withheld any information that might adversely affect my chances for
employment and that the answers given by me are true and comrect to the best of my knowledge. | further certify
that [, the undersigned applicant, have personally cornpleted this application, | understand that any omission or
misstatement of material facts on this application or on any document used to secure employmaeant shall be grounds
for rejection of this application or for immediate discharge if | am employed, regardless of the time elapsed before
discovery.

l &S | hereby authorize Acrobat Outsourcing to thoroughly investigate my references, work record, education and other
matters reiated to my suitability for employment and, further, authorize the refarences | have listed to disclose to the
company any and all letters, reports and other information related to my work racords, withaut giving me prior notice
of such disclosure., In addition, | hereby release the company, my former employers and all other persons,
corporations, partnerships and associations from any and all claims, demarids or liabilities arising out of or in any

qu way related to such investigation or disclosure.

| hereby authorize Acrobat Outsourcing and its authorized representatives to solicit information regarding my

background, which may include but not be limited to, information about my employment, education, and/or criminal

history, which may be in the flles of any federal, state, or locai criminal justice and law enforcement agency and
P£ general public recorda history.

I

understand that if selected for hire, it will be necassary for me to provide satisfactory evidence of my identity and
legal authority to work in the United States, and that faderal imrnigration laws require me to complete an 1-9 form In
this regard within three days of my hire date,

ip(g Acrobat QOutsourcing is an at-will employer. | understand that nothing contained in the application, or conveysd
during any interview, which may be granted or during my employment, if hired, is Intended to create an empioyment
contract bstween 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 myseif or the company, and that no promises or representations contrary to
the foragoing are binding on the company unless mads in writing and signed by me and the company's designated

representative,

| hersby acknowlaedge that | have read and understand the above statements.

Applicant’s Signature W %_’ Date | / 23 / 20




Alexandra Slomko

Nﬁ& alexandra.slomko@gmail.com (908) 510-2975
& Clinton 5t. New York, NY 10002

Operations Specialist

Expertise:

Demonstrates effective problem-solving skills and the ability to find solutions around complex situations
Offers accountability and responsibility for resolution to customer dissatisfaction

Communicates with customers in an eloquent and graceful manner

Possesses a fast-learning and analytical mind with an impeccable memory

Consistently exceeds required expectations through determined work ethic

Professional Experience

Ludiow House - New York, New York Sep 2018 to Present
Server, Soho House Members' Club

Represent Soho House brand through meticulous serivce and concierge hospitality

e Seamlessly facilitate both multi-course dining service and lounge /cocktail service throughout nightly shifts

e Provide professional and discreet assistance to visiting and regular A-list celebrities

» Lead high-profile events, collaborations, and private dining experiences with billings up to $75k

e Attend weekly wine trainings with exposure to organic, biodynamic, and up-and-coming wineries

e Smoothly transition between alternating shifts in the house’'s two restaurants, Lous and Maya

e Thorough knowledge and monthly testing of rotating Lous and Maya menus, ingredients, cooking methods, and allergens

Pig and Khao - New York, New York July 2017 to August 2018
Server
Provide upscale service in high-volume, fast-paced restaurant of celebrity chef, Leah Cohen
e Consistently exceed daily sales goals with an average of $3,000+ per shift
e Proficient knowledge of OpenTable and management of reservation systems
e Support overall operations during service through food running, hosting, and assisting bussers
e Newly expansive knowledge of Southeast Asian cuisine and increasing exposure to artisanal beers through
rotating beer menu
e Maintain FOH-BOH communication regarding daily specials, ingredient lists, cooking methods, and allergens
e Ensure practice of elevated service standards while maximizing workflow efficiency to accommodate high-volume guest list

5 Napkin Burger - New York, New York April 2016 to June 2017
Lead Server

Elevate dining experience through anticipatery and meticulous service

e Train and test all new servers in specific steps of service

» Thorough knowledge of menu including all ingredients and cooking methods

e Appointed to open and close restaurant, granted technical managerial functions when managers are not present, and
calculate and document tips for support staff

» Cognizant of customer requirements and prepared to diffuse customer anxiety

The Modern - New York, New York Dec 2014 to May 2015

Server Assistant, The MoMA’s Two Star Michelin Restaurant

Supported teammates in all capacities during service as Backwaiter, Food Runner and Barista

e Worked alongside Head Chef to garnish plates, deliver dishes to tables, and maintain order of the expediting window

» Responsible for table maintenance throeughout service, including resetting, bussing, crumbing, and delivering beverages

» Managed barista station, baked bread and prepared espresso drinks, coffee, tea, and speciality beverages for all tables within
the Bar Room, Dining Room, and Private Dining Room

» Assisted maitre d' as Server for events held in the Private Dining Room

e Thorough knowledge of entire menuy, including all ingredients, cooking methods, allergens, and subsitutions



Form W-4 (201.9)

Future developments. For tha latest
information about any future developments
related to Form W-4, such as legisiation
enacted after it was published, go to
www.irs.gov/iFormwd,

Purpose. Complete Form W-4 so that your
employer can withhold the correct federal
incoma 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 exernption from withholding for 2019
if both of the following apply.

* For 2018 you had a right to a refund of all
federal incame tax withheld because you
had no tax liabllity, and

= For 2019 you expect a refund of all
federal income tax withheld because you
expect to have ne tax liability.

if you're exempt, complete only lines 1, 2,
3, 4, and 7 and sign the form fo validate it.
Your exemption for 2019 expires February
17, 2020. See Pub. 505, Tax Withholding
and Estimated Tax, to lsam more about
whether you qualify for exemption from
withholding.

General Instructions

If you aren't exempt, foflow the rest of
these instructions to determine the number
of withholding allowances you should claim
for withholding for 2019 and any additional
amount of tax to have withheid. For regular
wages, withholding must be based on
aliowances you claimed and may not be a
flat amount or percentage of wages.

You can also use the calculator at
WWW.irs.gov/W4App to detemmine your
tax withholding more accurately. Consider

Form w-4

using this caiculator if you have a more
complicated tax situation, such as if you
have a working spouse, more than one job,
or a large amount of nonwage income not
subject to withholding outside of your job.
After yaur Form W-4 takes effect, you can
also use this calculator to see how tha
amount of tax you're having withheld
compares to your projected total tax for
2019. If you use the calcuiator, you don't
need to complete any of the worksheats for
Form W-4.

Note that if you have too much tax
withheld, you will receive a refund when you
file your tax return. If you have too little tax
withheld, you will owe tax when you file your
tax retum, and you might owe a penalty.

Filers with muttiple jobs or working
spouses, if you have more than one job at
a time, or if you're maried filing jointly and
your spousa s also working, read all of the
Instructions [ncluding the instructions for
the Two-Eamers/Multiple Jobs Warksheet
before beginning. :

Nonwage income. If you have a large
amount of nonwage income not subject to
withholding, such as interest or dividends,
consider making estimated tax payments
using Form 1040-ES, Estimated Tax for
Individuals. Otherwise, you might owe
additional tax. Or, you can use the
Deductions, Adjustments, and Additicnal
Income Worksheet on page 3 or the
calculator at www.irs.gov/W4App to make
sure you have enough tax withheld from
your paycheck. If you have pension or
annuity income, see Pub. 505 or use the
calculator at www.irs.gov/W4ADp to find
out If you should adjust your withholding
on Form W-4 or W-4P.

Nonreaident alien. if you're a nonresident
alien, see Notice 1392, Supplemental Form
W-4 Instructions for Nonrasident Allens,
before complsting this form.

Separste hero and give Form W-4 to your employer. Keep the worksheast{s} for your records.
Employee’s Withholding Allowance Certificate

me'ummanmmwdummcmpﬂmmmmth

Specific Instructions

Personal Allowances Warksheet

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

Line C. Head of househoid piease note;
Generally, you may claim head of household
filing status on your tax retum only if you're
unmarried and pay more than 50% of the
costs of keeping up a home for yoursef and
a qualifying individual. See Pub. 501 for
more information about filing status.

Line E. Chiki tax credit. When you file your
tax return, you may be eligible to claim a
child tax credit for each of your eligible
children, To qualify, the child must be under
age 17 as of December 31, must be your
dependant who lives with you for more than
half the year, and must have a valid social
security number. To leam more about this
credit, see Pub, 872, 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 purpose, total income
inciudes all of your wages and other
income, including income earned by a
spouse if you are filing a joint retum.

Line F. Credit for other dependents.
Whan you file your tax retum, you may be
eligible to claim a credit for other
dependents for whom & child tax credit
can't be claimed, such as a qualifying child
who doesn't meet tha age or social
security number requirament for the child
tax credit, or a quallfying relative. To leamn
more abaut this credit, ses Pub. 972. To
reduce the tax withheld from your pay by
taking this credit into account, follow the
instructions on fine F of the worksheet, On
the worksheet, you will be asked about
your total income. For this purpose, totat

OMB No, 1545-0074

e of the Traaury Butjact to review by the IRS. Your smpioyer may be required 1o send a copy of this form to the IS, 2@19
1 Yourfirst name and middle initial Last name 2 Your sociN security numbaer
Alexpandra M\ SLOMeo , 1H9- Blp — Sk
Hame addrees (number and streat or rural route) 3 Msingle [ ]Mamied [ ]Marriad, but withhold at igher Single rate,
51 Anton St. Aot St Nots: It married filing separately, check *Married, but withhold at higher Singls rate.”
City or town, state, and ZiP code 4 H your last name differs from that shown on your soclsl security card,
NQN\) \)\Dr]/,l NY j00D 2 check here. You must call B00-772-1213 for n repiscement card, B [

Total niimber of aliowances you're clalming (from the applicable worksheet on the following pages) .

5
€  Additional amount, if any, you want withheld from each paycheck .
7

I claim exemption from withholding for 2019, and | certify that I meet both of the folfowing conditions for exemption.
* Last year | had a right {0 a refund of ail federal income tax withheld because | had no tax liabllity, and
* This year | expect a refund of ali federal income tax withheld because | expect to hava no tax labil

If you meet both conditions, write “Exempt” hera. . . . ,

v .

|7

Under penalties of perjury, | declare that | have examined this certificata and, to th my knowledge and bellef, it is true, correct, and compiate.
Employee’s signature / /
(This form is not valid unless you sign iL)» /]ﬂm oeter //25[20

8 Employer's name and nddreas (Empicyer: Gumﬂl’at'i’bow and 10 f sending to/IRS and complets 8 First date of 10 Emmployer ilentification
baxes B, 9, and 10 i sending to Sitate Directory of New Hifes.} asmployment number (EIN)
For Privacy Act and Paperwoark Reduction Act Notice, ses page 4. Cat. No. 10220Q Form W-4 (z01g)
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Absenteeism & ‘Tardiness Policy

All Acrobat Outsourcing eruployees are expected to be at their client site prepared to work at the scheduled time. Regardless of the
reason, absenteeism and taré’iness 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,
Tordiness: is defined as arriving late for work or returning late from breaks/meals, or early departure from work. Walking off of an
astignment 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 netice for a
cancellation!

Iness: If you are sick, yon are required to contact your Staffing Manager at Acrobat Qutsourcing no less than 3 hours
before 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 no timesheet present at the time of
clocking infout, you must nctify your staffing manager immediately.

Disciplinary Action

First Occurrence: Verbal Warning from Staffing Maﬁager.

Siyond Occurrence: Employee will receive a written counseling form and placed on suspension. Any additional occurrences may
result in further disciplinary action up to and including termination.

Signaturé’ p{ S g

Injury Reporting Acknowledgement

Acrobat Outsourcing is committed to providing and maintaining a safe work environment. All employees play an important role in
the safety and protection of pther 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 Auburn, 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.

£ trobat Qutsourcing reserves the right to test any employee, subject to state law and/or other contractual obligations, including but
nv, limited to preemployment (including newly hired, rehired or reinstated employees), job transfers, reasonable cause, accidents

with property damage or in this case, injuries requiring professional medical treatment. In compliance with all applicable laws,
separation of employrment may result after:

= apositive test for any drug not prescribed by a physician
= 2 deliberately tampered with or adulterated sample;
» arefusal to take the test.

hitps:/fiwww.taborca.netfempDocs.aspx?iid=26104 1/5
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‘ |

8 California, Oklahoma, aan Minnesota 1..dents only: If you are a current resident of CA, UK, and MN, you have the right to
receive a copy of any consurper report pertaining to you that is obtained by us from a consumer reporting agency. If you would like
a tree copy of any report that is obtained or prepared, please.check the box.

Unlawful Harassment & Sexual Harassment Policy

Acrobat Qutsourcing is coramitted 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 unlawfal
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.

Acrobat Quisourcing has d{}veloped 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 que;f,tions or concerns about these policies should talk with the Director of Human Resources or a member
of Acrobat Outsourcing man agement.

These policies should not, arjd may not, be used as a basis for excluding or separating individuals of a particular gender, or any other
protected characteristic, fronp participating in business or work-related social activities or discussions. In other words, no one should
m1ke the mistake of engagiilg in discrimination or exclusion to avoid allegations of harassment. The law and the policies of Acrobat
Outsourcing prohibit disparilte treatment on the basis of sex or any other protected characteristic, with regard to terms, conditions,
privileges, and perquisites pf employment. The prohibitions against harassment, discrimination, and retaliation are intended to
complement and further thoge policies, not to form the basis of an exception to them.

Equal Employment Opportunity

It is the policy of Acrobat Gutsourcing 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, jor any other characteristic protected by law. Acrobat Outsourcing prohibits any such discrimination or
harassment,
Retaliation
Acrobat Outsourcing encovages reporting of all perceived incidents of discrimination or harassment. It is the policy of Acrobat

Outsourcing to promptly and thoroughly investigate such reports. Acrobat Outsourcing prohibits retaliation against any individual
who reports discrimination or harassment or participates in an investigation of such reports.

Sexual Harassment

Sexual harassment constitufes discrimination and is illegal under federal, state and local laws. For the purposes of this policy,
“sexual harassment” is defijied, as in the Equal Employment Opportunity Commission Guidelines, as unwelcome sexual advances,
requests for sexual favors ajd other verbal or physical conduct of a sexual nature when, for example a) submission to such conduct
is made ecither explicitly o& implicitly a term or condition of an individual’s employment, b} submission to or rejection of such

ceaduct by an individual is E.xsed as the basis for employment decisions affecting such individual, or ¢) such conduct has the purpose
or effect of unreasonably inferfering with an individual’s work performance or creating an intimidating, hostile or offensive working
edvironment. 7 i

1itle VII of the Civil Rig_ffh.ts Act of 1964 recognizes two types of sexual harassment: a) quid pro quo and b) hostile work
environment. Sexual harassgpent may include a range of subtle and not-so-subtle behaviors and may involve individuals of the same

hitps:/fwww.taborca. netlempDocs.%f:spx?iidzZB‘I 04 3/5
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£ sking another person to take the test, o ing the test for another employee will resuit n, separation of Employment for all
einployees involved in the igilcident.

Please note, provi.ding falseg 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.

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

Form not yet accepted ’A/S

Authorizatim}‘rl & 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 seck such reports, we must have.
yaur 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, mformation-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.

1 agree that a copy of this authorization has the same effect as an original,

I farther direct and authorize such third parties who may be the custodians of or who may be in possession of requested records or
L formation to disclose such information or records to Acrobat Outsourcing or their representatives and agents, in connection with
this authorization and releage.

1 hereby release and hold harmless any person, firm, or entity that discloses mattets 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. ‘

1 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.

htps:/fwew.taborca.netlempDocs.aspx?iid=26104 245
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or.diffeient gender. Dependi

LI
favors; sexual jokes and m;;i)uendo; verbal

sexual deficiencies; leering,|

Harassment

\whistling or touching;
suggestive objects or pictures;
“

o https:/iwww.laborca.netlempDocs,aspxiid="""4

ng on the cit. _astances, these behaviors may include unwamed sexual adva

nces or requests for sexual
abuse of a sexual nature; commentary about an individual’s body, sexual prowess or

insulting or obscene comments or gestures; display in the workplace of sexually
and other physical, verbal or visual conduct of a sexual nature,

2
i
+

i
|
i

Harassment on the basis of
written or physical conduct’
religion, sex, sexual orienta

information, or any other characteris
purpose or effect of creating an intimidating, hostile or offensive work environment, b) has the

interfering with an individua,

Harassing conduct includes i?;pithets, slurs or negative stereotyping; threatening,

‘

written or graphic material

:

elsewhere on the emp}oyer?g;: premises or circulated in the workplace, on compa
phone (including voice messqbges), text messages, social networking sites or other

i

!

.any other protected characteristic is also strictly prohibited. Under this policy, harassment is verbal,
ithat deni

. grates or shows hostility or aversion toward an individual because of his or her race, color,
{ion, gender identity or expression, national origin, age, disability, marital status, citizenship, genetic
tic protected by law, or that of his or her relatives, friends or associates, and that: a) has the
purpose or effect of unreasonably

g’s work performance, or ¢) otherwise adversely affects an individual’s employment opportunities.

intimidating or hostile acts; denigrating jokes: and

hat denigrates or shows hostility or aversion toward an individual or group that is placed on walls or
ny time or using company equipment by e-mail,

means.

i
Individuals and Conduct C?z'overed

These policies apply to all aJ;?plic&IltS and employees, whether related to conduct en

directly connected to Acrob:

Conduct prohibited by these
during business trips, busine

Reporting an Incident of Hi

gaged in by fellow employecs or by someone not

t Outsourcing (e.g., an outside vendor, consultant or customer).

olicies is unacceptable in the workplace and in any

work-related setting outside the workplace, such as
ss mesetings, and business-related social events.

arassment, Discrimination or Refaliation

Acrobat Outsourcing encouxi,ages reporting of all perceived incidents of discrimination, harassment or retaliation, regardless of the
offender’s identity or positicn. Individuals who believe that they have been the victim of such conduct should discuss their concerns

with their immediate superv
Outsourcing also encourage:

In addition, Acrobat Outso
the offender that his or her

problem. Acrobat Outsourd

procedures.

Individuals who believe the_\%

should discuss their concern;

sor, any member of Acrobat Outsourcing management, Human Resources or any ombudsman. Acrobat
employees to report any activity to (866)326-4571. See the complaint procedure described below.

u{,cing encourages individuals who believe they are being subjected to such conduct to promptly advise

ehavior is unwelcome and to request that it be discontinued. Often this action alone will resolve the
ing recognizes, however, that an individual may prefer to pursue the matter through complaint

have been the victims of conduct prohibited by this policy or believe they have witnessed such conduct
with their immediate supervisor, Human Resources, any member of Acrobat Outsourcing management

or any ombudsman. Individials may also report suspicious activity to (866) 326-4571.

Acrobat Outsourcing encou
before relationships becomg

and intervention have proven to be the most effective method of resolving actual

Avy reported allegations of

ages the prompt reporting of complaints or concemns so that rapid and constructive action can be taken
irreparably strained. Therefore, while no fixed reporting period has been established, early reporting
or perceived incidents of harassment.

Harassment Reporting Fornl. The investigation may include individual interviews with the parties involved and,

harassment, discrimination or retaliation will be investigated promptly. Employees will be provided a
where necessary,

with individuals who may have observed the alleged conduct or may have other relevant knowledge.

Acrobat Qutsourcing will 1
1vestigation and appropriat

Retaliation against an indiv
harassment or discriminati
disciplinary action, Acts of

aintain confidentiality throughout the investigatory process to the extent consistent with adequate

e corrective action.

idual for reporting harassment or discrimination or for participating in an investigation of a claim of
m is a serious violation of this policy and, like harassment or discrimination itself will be subject to
'€

taliation should be reported immediately and will be promptly investigated and addressed.

Misconduct constituting hazassment, discrimination or retaliation will be dealt with appropriately. Responsive action may include,
for example, training, referral to counseling or disciplinary action such as a waming, reprimand, withholding of a promotion or pay

increase, reassignment, tem
circumstances.

porary-suspension without pay, or termination, as Acrobat Outsourcing believes appropriate under the

[f a party to 2 complaint does not agree with its resolution, that party may appeal to Steve Scher, Chief Executive Officer.
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False and malicious compldints of haras....ent, discrimination or retaliation (as opposed to complaints that, even if eIToneous, are
made in good faith) may bejthe subject of an appropriate disciplinary action.
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Acknowledgment

I have read and understand ziﬂl above policies
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Conﬁdentialiii;éty & 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 businegs of Acrobat Qutsourcing, its research and development, or the business of its customers, Such trade
secret information incIudeg, but is not limited to, software, inventions, processes, compilations of information, records,
specifications and information concerning customers and/or vendors,
i

I agree that I will not disclose any of the above mentioned trade secrets, directly or indirectly, or use them in any way, either during
the term of my employment}r at any time thereafter, except as required in the course of my employment with Acrobat Outsourcing,
I understand that I am imune from civil or criminal liability for disclosing trade secrets for the purpose of reporting or
investigating a suspected vicif-:lation of law, or for disclosing trade secrets in a legal proceeding if the information is filed under sea)..

e
I also understand that client;ll‘ists 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 Outsourcing. I agree that I shall neither directly nor indirectly solicit business as
to products or services compstitive with those of [Acrobat Outsourcing] based on information from the client lists,

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