Name: ﬁ'evm ll_em:.. Ksméﬁf"@

Taborca ID: '5(069

Date;,:bf' Hire: 3 a) & @

Dateof Re-Act:___ [ [

_ Date of Termination: __J___/

o6 / Application for Emp!oymg'& o -4 Single / Married {Circle one)

- E-verify _ ' Exemptions _____
1-9 Form and copies of required form{s) of Direct Deposit / Global Cash Card (cjf'ic-[e
D J one) — complete the form & have EE sign
o Authorization and Release to Obtain ‘0 Mew Hire Acknowledgment Form
' Information

Employee Phone Number: __ 173 = 3R(,~ 64930
Email:__Hexia o) emmmmwm@ (;&mf\m;\ (o | ;
acress: o7 \ini i lesey Rxf&fw{ weﬁm SN} o’iOS&
Date of Birth: ___ %) / VB / 2000 .
86 -0l 27183

Employee Emergency Contact:

Name:__ | E”lﬂ1¥9 < LQMLA\
" Phone Number; 173) Bq 2-32% 7

Relationship: o b:‘\*@" .




: ' reing
) : : ' f vourﬁmpuamysmnngprmmx .
Emplayment Appl;caﬁmn | o

fclis. Acrobat

5:anegqinal bppurtumty em
& best qualified ind?ividual fo
Jender; natlona! ofighn, ancestry,

Full Name %L\fm Lemck Knmm» Date: 2/ il / Z.D
Horrie Telephone - ) : ‘ OtherTelephone (473)_33¢ - CHS¢ . ]
Prosent Address (07 Wl k 'njr-HQi:P\; H\:en\;e ' _ I
Permanent Address, it different from present address:___- - , -
Emait Address ﬁe\nnb emes rwme g_LZ-QL{‘)@* C\mcul LN ' B

Salary desired:

Position applymg for: _. R \A.Tlﬁa';?,}u _ ;
Are you cun’enﬂy registered with any stafﬁng andior employment agenmes‘? Ef g0, please list

Are yoau applymg for: Fuli-nma work’? Yes Ng _\L Part-time work9 Yes, _L No

Tempoaraty work, &g, $ummer or holiday woi*k‘-’ Yes Ko_t __ From: ) To: i '
How did you firid out #bout.our open pos;tlan'? {Fleaseehack ﬁll in propet name of source)
Referral rv_’t,‘ Name of Referral ﬂk d\\! Q{da(f\m{\ Newspapar 3 Jobs Fair !j Agency [-] GCompahy Website :]
“Other Web Pasting £ Other Source [Il :

Gould you quk qvgrﬁm.a,. ifnecessary? Yes J No . I ﬁh:ed_, on what date could vou start working? ! MCJ i;"\

. Pleass keep in ming that schedules and smffs may vazy dependmg on.gosition and season. Addft;ona}ly, the hours! ‘may vary from
wigk tu wesk, Hependmg on the i:ompany*needs, PIBaSe l:st only the tfmasfdays yoa’re ava}!able fo wobk befow. | .

'_5?Et!mﬁm_lss SUNDAY _ MGNDAY ‘ TUESDAY WEDNESDAY ‘ THURSDAY T anm'- - T 'S'?-'LTLI;IB‘A;
AW 2 3@&% 10 e 30
" . ,‘_ E 'j: . ) i
PM %00 .60 g ogan’ {7 pon ?om | om 5—!
Bnyou ﬁav&any v;pat!ans oraxtehdad [eav'es ‘plampd: in‘the naxt 12 mcn‘ths?lfsd,pleasa list, datas L s _‘

Have you ever appilec[ to or worked for Acmbat Outsuurcmg befora? Yes_ - No_}__/_ ~ Ifyes, when?

Po you have frilends or raIahves working for Acrobat Outsaurclng'? \’esﬁNo__’\_/“ ¥ yes, please state Hame and ,re!af EonshSp,

If hired, would you have a reliable means of té'ansporl:ation:‘to aﬁd from wark? l Y es_\i Nao :
. if hkred can you present svldence of yourlegaf r:ght to hve and work in this country‘? o Yes-‘/ No_. .. , '
State age if you are undér 18 . Hyou are under 18, l'nre lS sub}ect o vem'cat;on that you are of mimmum legal age to wifork

Areyouabls fo perform the essential funntmns githe job fﬂ[‘ wh:ch you are app!ylng? Yes No___

i no, describe the functions that canndt be performed {Note: We comply with the ADA abd consider reasanable acc;ommod aban
measures thafmay b& ngeegsary for eliglble. applicantsfamplqyees ta patform essential functions.) - 4 .




S ?mepﬁﬁﬂwSﬂfﬁngPr.

Pursuant fo any and all Fair Chance Qrdznances, we qvtl! consider. for sinployment qualified appht:antsf with arrest
-and ccnwcﬁon records.

NAME OF SCROOL CITY.& STATE ¢ GRADEOR DEGREE DID YOUGRADUATIZ?
. R : e | COMPLETED ~ _ 5
Mm%\‘mc Sk-c\c. Univecsiy Mc,ff\\t\f\,\ < ;.N 3 freshonoan NO

Do you' ha\ra any special licenses, cerhﬁtate;s ar special t:ammg’> i
9] please iIst umder, “Spedial’, YES.

" Are you computer litarate? if so, Tist som'vare knowledge under . T YES NG/
“Specfai o " )
Afé you proficient With Pojnt of Sales Systems? If, so pledse list YES (@ g
which ones under “Special.’ . C— i

1 Be yau have any olher experience, raining, Elualiﬁoaﬁona erspecial YES | /@@ L
skills, which you feat make you especitlly !mgted for work ht Acrobat ’ ) hae :

Gntsaum!nq" Mso, pfease hst under “Speczal S : : -
Spécfal ) ) : i ' | T

List, ?:low all presént and. past emplayment startmg wllh yaur mast recant emp[oyer {last 10 years ts sufficlent). Account for une ;:doymam ;paﬁods pf three
months or more.
Aro yod cuirently emp!ayed? Yes._  No ¥, \/

Name and Address of Employer & g Fex ﬂC&.ﬂ&O 2491 E:S::sej. Sk N}”La} N

Type of Business -———'!Qé" "_—.ﬁlic‘“ L TElephDﬂﬁ NO { 0775 ) L’l wi - 7 5 Z £ Supérvisor's Name .

Yaur Posliion and Duties_ (_05-1-(5 oned | SL.'. ~ \Lgh ,:?Q\no. cx!—l—eq Yive ,}U Los Jomees | S, rv.nc'—{ bg{g(ﬂﬁ)
tl&, {/OFLW- ﬁtfh* told. e "'Q‘h-‘-'@—-‘l Oa\cuf« zedho g .thh.m Loy D&’lcﬂ\é} CcJ\ 5 Qe:\&. nunc:}'uﬂ-l

Dates of Employment: From f ./ ZJ//JCI To o}, / / 14 o T i'

it 80, may we - contfact your carrent employer?, ‘Yesm

Reason for Leaving: Closec\ I ' e e e o }

Hame,and.&dd;ﬁas&ingghpiuyer ] : _ ' e

Type of Busmess : Telgphane No. ( } _ . Supervisor's Narie
Your Pgsition and Duﬂes : T

Dates of Employment: Fram i To

Reason fcr Leawng

Narha and Address of Employar . o i ;

Type of Busingss ___ TeleptoneNo, (L Y., . . . Supervisor’s Name _
Your Posmon and Dunes :




: d ' Co- Gl T! .

e : our}-lnsp!;q[imsmmng Fm!‘msimafs i
Dateg of Employtnent: From____ To: . . ,
Reason for Leaving: ____ ; : ~

E . N Bl

Namse and Addrass of Employer

- TypeofBusiness ..  TelephoneNo. (i) ' Suparvisor's Name:
Your Positlon and Dutles : :

Dates pf Emplayment: From To

Reasan for Leaving: - R

Have you a\fé!‘ baen {i red from any prevmus place of employment? i sa, please explain; |

i ‘-1

Have you obtalned any special skills or ahlr‘uas as the resflt of servlce i the military? Yes = Nn i_
I g0, deseribe: e : R . '

List helow three persons b t refatad to ynu who have knowledge of your work pesformance w:thm he Jast thres ye ars.

" Name: _ Lecnondo .2 ;' Telephone No.” (173 ) M7 - "?5 22
Address Esse ok M, il bom NS : .
- Qceupation: @&rimf aoc § Relatlonshxp g’% ~x’"~?\°~i‘f Number of Years Acquainted: _1____
Namé:-:; - Se l@ Yo L . Telephone No. {_ )
gAY :

Address Y ﬁ_y\_& Mmbdm NT-

.- Bea X, roeant L . e .“ . s ) T - :
Oceupation: . hwenes . . Relationship; %Q@Q\mﬁmmber of Years Acquainted: |
Name: _ e Telephone No. { ) '
Address e N
Ocgupation: o , L .Relatféhéh_fp: . Number of Years Acquainted:
j \




Your Hosgltality Staffing Prafesslonals ;

Please Reéad Qﬁr&efq.liy;;-ihitgal Each Patagraph and Sign Below

AL _ . 1 hereby certify that | have ot knowingly withheld an

y information that might adversely aﬁeci; my chénces f__or‘

employment and that the answers given;by m;e are Irus and correct to the best of my knowledge, | further eertify
fhat I, the undersigned applicant, have personally completed this application. | understand that. any .armisglan or

misstatement of material facts on this application or on any document used to secure emg!oymgnt}ﬁshali be grounds

for rejestion of this app!icatiorﬁ or for imrediate discharge if | am employed, regardiess of the tim2 elapsed before

discovery,

i . .
o

KL tnereby authorize Acrobat Outsoureing fo thoroughly investigate my raferences, work recotd, sd cation dnd other
matters related fo my suitability for empldymerit and, further, authorize the references | have listad io disclose fo the

company any and all letters, reports and otherinformatian related to my work records, without givin3 ne prior notice

of such disclosure. In addition, | herdby ré;!e_zﬁe the .company, my former emplayers and’ &l

| other persons,

corporations, partnerships and assogiations - om any and all tlaims; demands or lighilities arising: out of or in any

way related fo such Investigation or disclosure;

3‘\1," ! hersby authatize Acrobat Dutsourcing ar‘rd‘JE its: authoﬁzed representatives o, solicit infmr_matic;n regarding my

* background, which may Include but not be imjted 1o, information ahout my employment, edugatiar] andfor criminal

histary, whigh may be in the files of any federal, siate,
general public records higtory. :

-or lagal eriminal justice and Iaw.enforce_rﬁen_t agency and

ki i tjnd.er‘steth_.-that_. If selected far hire, it will be j’leoessarly far ma to provide satisfactory evidénce mt;my identity and
{egal autfority to work in the United States, and that federal irmmigration jaws reguire me. fa complete an 1-8 form in

this regard within three days of my hire date, :

1

I8l Acrobat Quiseurcing is an atinil employer. °I understa

during any Interview, which may be granted or/during my employment, if hired, -is. iton:

nd that nothing cottained

contract belireen me ahd the company. in addition, I understand ang agféé':thaﬁi i#tam employed,

is for o definite or determinable pefiod:and Inay be terminated at any fime, with or without prio” rotice, with or

without eguse, at the option of efther my_;self ar the company, and that ho pramises or Tepresenta }ons -.co,ntfary.to

the foregoing are binding on the company unigss made in wiiting and signed by me and the qambéﬁhy‘é designated
A Y { ’ 4 T :

representatlye, s i

I hereby acknowledge that | have redd.and unc‘ierstand the above statements,
. i R '

:Applica}‘gt’&ﬁignﬁtur& Mm/é-w

e

pate __R/ |1 /PQ

\'.




Form W-4_

-Futire davelopinents, For the fatest
Infarmation abgut any futurs develapments
refated to-Forn We4, sugch as legistation
enacted after it was published, go to
wisw.irs.goviFormiva,

Purpase. Complate Form W-4 sp that your
amployér ean withheld the corkect federal
income tax from yolr pay, Consider
completing a new Form W-4 each year and
when yaur personal or financist sittiation
changes. .. '

Exemption from withtholding. You may
claim exernption fram withholding for 2078
if bath of the following apply.

* For 2017 youhad & right te a refund of all
federal income tax withfield because you
had no.tax lablity, ang -

® For 2018 you expect 1 refund of alf
federal income tax- Withneld beéause you
expect to have no tak liablity,

If you'rss examyit, Lomplete only lines 1, 2,
8,4, and 7 and stgn the form to validate it.
Your'exemption far 2018 explres February
15, 2019. See Pub. 505, Tax Withhalding
and Estimated Tax, to Iéam more about
whether you qualify for exemption from

withholding,

Ganeral Instructions
If you arent exempt, fallow the rest of
thege instruetions to determing the number
of withhalding allqwanqés-yéu.s'hqufd._atalm
for withiolding for 2018 'and any Additionat
amaunt of tax {0 Have withheld, For regufar
-Wagss, withholding must be based on
dllotances you claimed and may netbe g
flat amatnt or perzentage of wagss,

You can alep use the ealaufator
wwmlmgcvMMgp to- determing your

using s calculatar it you have & mors
comiiicated tax situation, such as If you
have a'Working. spouss, miote than one joh,
or a lafde amount of nonwage income
atitsidéiof yourjob, Aftaryour Eorm W4
tukes #lfect, yaur can also ussthis
caleylator to 299 how the amount of tax
you're having withheld comparas ta your
projectéd testal tax for 2018, If YoUu use the
ealeutator, youdon't need 1 complete gny
of the ﬁ'gorkshe:;ats for' Form W-4, .
Note'that if you have tog ych tax
withield, you-will receive a refizric when you
Tile youy tax return, 1¥ ¥ou have too litle tax
withheld, veu wilf swe tax when yau file your
e retuin, and you might ows g penaity.
Filers with inditiple jobs or Working
spouses. If you have more than ane joh. at
2 1me, or f you're married and your
spouse s alse working, read all of the
instructions Including the Instructions for
the Twi-Earners/Multiple Jobs Workshaat
befare beginning,
Nonwdge income. f you have a farge
amount of nofivage ncome, such as
Interest or dividends, consider making
estimated tak payments using Form 1040+
EB, Esflimatid Tax for Individuats,
Otherwise, you tmight owe.addifianal tax.
Or, you can use the Deductiong,
Adjustments, dnd Other Jneerie Workshest
on pagé B.or the calculatar at wwvnirs,gov/
W4LADE to malke sure you have enaugh tax
withhisld from your Paycheck. if you haye
benslon-or anpuity ncema, sae Pub. 505 ar
use-the calculstor at www, s, gov/iW4App
o find put if yay shauld adjust your
wittiholding on Form We4 &r W-ap.
HNonresident afien. f you're & nontresident
allen, sea Nofiee 1392, Supplemental Form
W-4 Ingtructions for Nanrasident Aliens,
before Complating this farm.

Line E. Ghitd-tax, erady

Specific Instructions
Personal Allowancss Worksheet
Completa this Warksheit 6n page 3 first to
daterming the nurmber 1§ withhalding
aliowances to claim. 4

Line T, Head oF hou,'sef;}m!.d blease néte:
Generally, you can clalry head of
heusshold filing stasus (in Your tax ratum
orly if vou're: unmatried.and pay mare than
5D% of the costs of Keeping op a homs far
yourself and a qualifying individuz). Sea

Pub, 561 for more inforriation about filing
status, 5o

]

| When yau fila

Your tax return, yay mig!it he sligible to
claim a credit for each, ot jt
childiren, ‘To qualify, th i must b
Under age 47 ds of December 31 and must
be your degendent whe ves with you. for
more than half the year. ifo.learn mare
gkaut this eredit, ses P, 972, Ghild Tax
Credit, To reduce the taz|withheld fram
Your pay hy-taking this eiedl: info acgount,
follay/ the instructions ariline E of the
workshaet. On the works haat youwill ba
asked abont yayr fotatin some: For this

purpose, fotal incoms jhcludss alf of your |
wages afid other Income, inclding income
- earned by a spouse; duri\g the yeay,

Line £, Greditfor pther ependents,

When you Tite your fay e, yolt might he
ejjgit;lg:‘tq c!_ai_np_;. acredit £ each of your
depéndants Hhat Hon't vy far'the child

tax credit, such as any dependent children

age 17 and older. To lea| more abaut this
credit, see Pub, 508, To ridyce the tax -
withheld: from your pay by takrig this cradit
into account, follow the intfrtictlons on line
F of the worksheet, On'the Workshaet, you

i

will be asked about Yaur i tal income. Eor

this purpose, tokat Income includes alt of

Bt

1ax withholding mave agcurately. Considar |
ran Separate hore qngl=_gi§re' Forrm We4 to your employer. Keep the worisheet(s} for your records. e
Form’ w ”@ :

Employee’s ijhhtding. Allowance Certificate 08 No. 1545-0074

axompildn from withholdlog Is 2 ﬁ 7

I | 2 ththarycu'm.e'htiﬂsq ta clalifya sertiin numbar of slawadss
ﬁ?ﬁgﬁﬁ@%ﬂ%ﬁﬁw subjectfa review by fhie iRS. YOUE mpleor may be Paiiiliad g sapd 4 copyof thls form to the JRS.
1 Your first name and middle fitial R T e S S 2 Yatr sGolal saci o
1A . . : S -
Nevin 3. Lene: Romeco 15 - Qe - 353

2 [lginge ™ [ Marteq - {1 Mariied, but withhold at ti har Single rate.
Noto: If maried filng S8paately, clieck “Married, bt withhold at g ez Singls rats,r

Homg address{number end stroat or tural roiste)

7 it \esey  Avence
- Gty or town, state, end ZIP code' . T o 4 Hyait Jast narae differs frdxﬁ‘;haﬁ'gﬁpwg- o yaiirsactal
NEST LUronae (INJ L, OTOS 720 chosk hero. Yol mast Sl £60:772-1214 tor s répjace
} Total number ot alfbwances you'te cjaiming (fron¥ the applicable Workeham onthe follewing peiges)
Additiongt amaunt, if afy, you warnt withheld fromeach paycheck . .. , . . . T
7 Iclaim exerption from withholding for 20118, and| certify that | meet hoth of the follawing condlitions far exemption.
- vlastyearlhatd arighttoa refund of all federal incomé.tax withheld hecause | had no fax liability, and
e This Vear | expect a refunc of alf federal income:-tax withheld because | expect o hava no tax lianjity, -
i yau mest both conditions, writa “Exernpt"here, , i ., . . . . RAFinn _
Under penalties of perjury, | deciare that Lhave exariined this certicate &nd, fo the bastof my kry itis true, Gorrect! and complete,

owledge and bellef,

Qv Employoe’s slgngture - . L / E
"‘:}&ﬂﬁis.%rm 15 not valid unless you sign it)» %ca«/{&a Jéchzzr; _ . . Datep 2 /] \:,{ )
" B Emply o' tiame and addrese "rriiilniter:{;p‘rn"lerébdxes_'a' afid 18 i fendin to1RS and comgiate 9 ‘First data of 10 Emplaver Iienitication
Bostas 8, 2nd 10} Saring torESlaieDireclmyngeWleesQ A Employment nu?‘!illgé_s:'{E!{j} -
For Frivacy Act and Paperwork Reduction Act Natios, S8k pagh 4, 'Cat No. 102200  Forn WA 2013) -
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Absenteeism & Tardiness Policy

’ : : ;;
All Acrobat Outsourcing employees are expected to be at_ftheir client site prepared to work at the scheduled time. Rg‘s_gardless of the
reason, absenteeism and tardiness are subject fo disciplinary action. Employees must clock in and out at a1l client i[tes.

i : i

Atbsenteelsim: is defined as failure to report for wotk without prior approval of the Acrobat Qutsourcing Staffing Supervisor,
Tardiness: is defined as arriving late for work or returning late from breaks/meals, or early departure from work. Wailking off of an
assignment may lead to disciplinary action up to termination. §

Policy

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

Tliness: If you are sick, you are required to contaet your Staffing Manager at Acrobat Outsourcing no lest than 3 honrs
before your scheduled shift. ' A ' '
NO CALL/NO SHOW: Grounds for automatic termination. '
Clocking EN/OUT:You are required every time to clock in and out of your shift. If there is no timeshest presen: at the time of
clocking in/out, you must notify your staffing manager immediately, h

RECCE R EEASS e e s T .‘" =

3
B

; Disciplinary Action
First Occurrence: Verbal Warning from Staffing Msanager. : i
Second Occurrence: Employee will receive a written counseling form and placed on suspension. Any additional o’cusrences may
result in farther disciplinary action up to and including termination,

B
5

>(Signaiure:._ %{' & 20 o
i LA e Lo gt

Injury Reporting Acknowledgement

Acrobat Qutsourcing is committed to providing and maintaining a safe work environment., All employees play an itportant role in
the safety and protection of other employees, clients, guests, and property. You must always set a good example to cther epployees
and clignt’s employees by following proper procedurds. You must iromediately report unsafe conditions a5 well as accidents, If your
branch is located in Orlando, Atlanta or Auburn, all personnel injuries, regardless of severity, should be reported iv madiately to 1-
800-252-5275 and give the nurse the Acrobat code: D9800, I your branch is in another Actobat loeation the ‘injury must be
reported immediately to 1-800-252-5275 and give- the nusse the Acrobat code: 981189, Additionally; yeu miist notify your
supervisor or Acrobat representative. Furthermore; the injury will be iivestigated and you will be asked details aboif how the injury

3

opeurred,

Acrobat Outsourcing reserves the right fo test any employee, subject to state law and/or other contractual ph}iga_tim;!;}, inchuding but
not timited to preemployment (including newly hired, rehired or reinstated employees), job trausfers, reasonable cause, accidents
with property damage or in'this cage, injuries requiring professional xaedical treatment. In compliance with all gpplicable laws,
separation of employment may result after; . ; )

* & positive test for any drug not prescribed by a physician A
* adeliberately tampered with or adulterated sample;’ 1
» arefusal to take the test. {

hitpa:/iwww.taborca.net/empDocs. aspx?lid=50959 ; 114
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.Asking another person to take the test, or taking the test for another employee will result in Separation of Empioyma it for all
employees involved in the incident. 45

Please note, providing false information, or omitting perhnent information regarding a work-related injury will leacx to termination.
Any employee discovered fo be making a fraudulent report will be reporied to the Department of Insurance : Regulatlon and
proseeuted to the full extent Df the law.

1, the undersigned employee have read and understand employee injury reporting process. [ understand that any WO k—reiatcd injury
or iliness must be reported immediately to 1-800-252-5275 and the Acrobat supervisor.

X oiliem s

Unla;wful Hamssment & Sexual Harassment Policy

Acrobat Outsourcing is commitied to a work environment in which all individuals are treated with respect an d d1gmty Each
individual has the right to work in a professional atmosphere that promotes equal employment opportunifies and P} shibits unlawﬁﬂ
discriminatory practices, including harassment. Therefore, Acrobat Outsourcing expects that all relationships amon; g persons in the
office will be business-like and free of bias, prejudice, and harassment

Acrobat Qutsourcing has developed this policy to ensure that all its employees can work in an environment ﬁ'eti from unlawful
harassment, discrimination, and retaliation, Acrobat Outsolrcing will make every reasonable effort to ensure that ail concerned are
familiar with these policies and are aware that any complaint in violation of such policies will be mves‘agat( ¢ and resolved
appmpnately :

-i

Any employee who has quesnoris or contcerns about these ‘policies should talk with the Director of Human Rssoun &5 or 2 member
of Acrobat Outsourcing management. _,
These policies should not, and may not, be used as a basis for exclnding or scparaung individuals of a parucular gen; :Ier, or any other
protected characteristic, ﬁom participating in business or work-related social activities or discussions. In otlier word: 5, 1o one should
make the mistake ofen gaging in discrireination or exclusion to avoid allegations of harassment. The law snd the poiicies of Acrobat
Onfsourcing probibit disparate treatment on the basis of sex or any other prctected characteristic, with regard to terms, conditions,

privileges, and perquisites of employment. The pmhlbmons Against harassment, discrimination, and mtahatmn axe intended to
complement and further those policies, not to form the basis of an exception to them.

Equal Employment Opportunity : ;
i is the policy of Acrobat Qutsourcing to ensure equal amploymant oppormmty withont diserimination or harassn ent on the basis
of race, color, religion, sex, sexual orientation, gender identity or expression, age, disability, marital status, citiz ensh;p, natiopal
origin, genetic information, or any otber characteristic protected by law. Aceobat Ouisourcing prohibits any such uscnmmahon or
harassment. ;

Retaliation

Acrobat Qutsourcing encourages reporting of all’ paroewed incidents of discrimination or harassment, It is the py }hcy of Acrobat -
Outsoutcmg to promptly and thoroughly investigate such teports, Acrobat Quisdireing prohibits retaliation agamst any individiial
who reports discrimination or harassment or participates 111 an investigation of such reporis.

Sexual Harassment

Sexual harassment constitutes discrimination and i is illegal under federal, state and local laws, For the purposes of this pohcy,
“sexual harassment” is defined, as in the Equal Employment Oppormn1ty Commission Guidelines, as unwalcome ‘texual advanpes,
requests ‘for sexual favors and other verbal or pliysical ccmduct of a sexual nature when, for example &) subrmssmn fo such conduot
is made either explicitly or implicitly a term or cohdition of an individual’s cmployment b) submission to or 1gjection of such
conduct by &n individuzl is used as the basis for employment decisions affecting such individual, or ) such conduc; has the puipose
or effect of unreasongbly interfering with an individual’s work performance or ersating an mtumdatmg, hostile or of fanswe workmg
envxronment . :
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Title VIT of the Civil Rights Act of 1964 recognizes two types of sexual harassment: a) quid pro quo and ib) hostile work
" environment. Sexual harassiment may include a range of subtle and not-so-subtle behaviors and may involve indivic{fuals of the same
or different gender. Depending on the circumstances, these bebaviors may inclnde unwanted sexual advances or re{f’[uests for sexual
favors; sexual jokes and innvendo; verbal abuse of & sexugl nature; commentary about an individual’s body, seiual prowess or
sexual deficiencies; leering, whistling or touching; insulting or obscene. comments or gestures; display in the workylace of sexually
suggestive objects or pictures; and other physical, verbal or visual conduct of a sexual nature, 1

Harassment

Harassmient on the basis of any other protected characterigtic is also strictly prohibited. Under this policy, harasiment is verbal,
written or physical conduct that denigrates or shows hostility or aversion toward an individual because of his or her tace, color,
religion, sex, sexual orientation, gender identity or expression, national origin, age, disability, marital status, citienship, genetic
information, or any other characteristic protected by law, or that of his or her relatives, friends or associates, and that: a) hag the
purpose or effect of ereating an intimidsting, hostile or offensive wark 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.

Hatassing conduct includes epithets, sturs or negative stereotyping; threatening, intimidating or hostile acts; den_ig_r;ting jokes; and
written or graphic material that denigrates or shows hostility or aversion toward an individual o group that i plaved on walls or
elsewhere on the employer’s premises or circulated in the workplace, on company time or using company equipinent by e-mail,

phone (including voice messages), text messages, social networking sites or other means, ;

Individuals and Conduct Covered :
These policies apply to afl applicants and employees, whether related to conduat engaged in by fellow employees or Jy someone not
directly connected to Acrobat Quisourcing (e. &, an quiside yendor, consultant or customer).

Conduet piohibitcd by these policies is unacceptable in the workplace and in any work-related setting outside the woé}kplace, such as
during business trips, business meetings, and business-related social events. , : '

e
i

Reporting an Incldent of Harassment, Discrimination or Retaliation

Acrobat Ontsontcing encourages reparting of all perceived incidents of discrimination, hgrassment or retaliation, r{:igard:lnqss of the
offender's identity or position. Individuals who believe that they have been the victim of such conduct sho;;ld'discus{?'thcir concetns

with their immediate supervisor, any member of Acrobat Oixtsourcing management, Buman Resources or any ombuisman, Acrobat
Qutsourcing also encourages employees to Teport any activity to (866)326-4571, See the complaint procedure descrited below.

In addition, Acrobat Outsourcing encourages individuals who believe they are being subjected to such conduct to ﬁ{:'q:up;lygdvisc
the offender that his or her behavior is unweleome and to.request that it be discontinued. Often this action elone will resolve the
problem, “Acrobat Qutsourcing recognizes, howevey, that an individial mey prefer to pursue the matter threugh - complaint
procedures. - ' :

Tt

Individuals who believe they have been the victims of conduet prohibited by this policy or believe they have witnggse 1 such conduct
should diseuss their coneerns with their immediate supervispr, Human Resources, any member of Acrobat Outsoursis lg management
or any ombudsman. Individuals may also report suspicious activity to (866) 326-4571. I T
Acrobat Outsourcing encourages the prompt reporting of complaints or concems so that rapid and construgtive acticn can be taken
before relationships become irreparably strained. Therefore, while no fixed reporting period has been established, iparly reporting
and intervention have proven to be the most effective method of resolving actual or perceived incidents of barassmen,

Any reported allegations of harassment, diserimination or etaliation will be investigated promptly, Employees wﬂlbe provided a
Harassment Reporting Form, The investigation may include individual intervisws with the parties involved and, w.iere necessary;
with individuals who may have observed ths alleged condugt or may have other relevantknowledge, I :

Acrobat Qutsourcing will maintain confidentiality 'ﬂuoug?nout the .investigatory process to the extent cansistantf‘;\?dﬂl,,adgquatg
inv,esﬁg-aﬁon and appropriate corrective action, . ' : B
Retaliation against an individual for reporting hazassment or disorimination or for participating in an investigatios] of a claim of
harassment or diseriminetion is a serious violation of i policy and, fike harassment or diserimination itself will be subject ty
disciplinary action, Acts of retaliation should be reported immediately and will be promptly intres_t.igath and addresse d, -
Misconduct constituting harassment, discrimination or ret:;jia_tion wil: be desit with appropriately. Bgs;_:gnsiv'e agﬁd:in may include,
for example, training, reforral to counseling or diseiplinary action such as & ‘warning, reprimend, withholdirig of a prijmotion or pay
increase, reassignment, tempotary suspension without pay; or termination, a5 Acrobat Quisourcing belicves appropiate under the

circumstances,
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Ifapartytoa cémpiaint does not agree with its resolution, that party may appeal to Steve Scher, Chief Executive Oﬁ':rf.;cer.

False and malicious complaints of harassment, discrimination or retaliation (as opposed to complaints that, even zi‘ SIrONOoNS, are
made in good faith) may be the subject of an appropriate diseiplinary action. ;

Acknowledgment

I have read and understand all above policies

Confidentiality & Non-Disclosure Agreement

I; the undersigned employee, understand that in the course of my employmest with Acrobat Outsonreing, I.may havs acoess to and
Become acquainted with information of a confidential, propristary 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 customrs, Such frade
secret informstion includes, but is not limited to, software, inventions, processes, compilations of nformation, records,

specifications and information concerning customers and/or vendors. I
T agree that I will not disclose any of the above menti{;ned trade secrets, directly or indirectly, or use them in any we{ ’y, ¢ither during
the term of my employment or at any time theseafier, except as required in the course of my employment with Acreb it Outsaurcing,
[ 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 filcd unider seal..

1 also understand that client lists of Acrobat Ontsourcing, fhr which I have, or may bave, access to during r_ny‘empluﬁfment, are ﬁade
secrets and shall be solely the property of Acrobat Outsougcing. 1 agree that T shall neither directly nor indirectly salicit business as

to products or services competitive with those of [Acrobat OQutsourcing] based on information from the client Hsts.

Finally, I understand that I am an at-will employee of é;cmbat Qutsourcing and that this agreement is not to ts construed as
constituting a promise of continned employment. ; ' :

4

1

%Signature"‘ ' %&&W— e “-_ . .'l -
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