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Introduction

You are joiningan organization that has a reputation for outstanding leadership, innovation, and
expertise. Ouremployees use their creativity and talent to showcase new solutions, meet new
demands, and offer the most effective products and servicesin the industry. With your active
involvement, creativity, and support, Portables will continueto achieve its goals. We sincerely hope
you will take pride in being animportant part of Portables'success.

The following pages contain information regarding many of the policies and procedures of

Wahid, Inc. (herein referred to as "Portables”). Thisis notan employment contractandis not
intended to create contractual obligations of any kind.

While the Handbook providesimportantinformation relative to all aspects of youremployment at
Portables, itcannot be used as the basis forall decisions. Tothatend, | encourage you to consult
yourimmediate supervisorand Human Resources. We focus great attention to diversity, employee
development, and making youremployment with us awonderful career experience.

The policies and proceduresin this handbook are summarized and will be applied at the discretion
of the Company. Portables reserves the right to deviate from the policies and procedures of this
handbook, orto withdraw or change them, at any time to make decisionsin the bestinterest of the
organization without advanced notice. Amendments or modifications to this Handbook must be in
writingand signed by Portables’ President. No other person has authority to modify or contradict
by word or action the policies, practices and procedures of the Company or the employee benefits
as described in this Handbook. We will notify you when an official change in policy or procedure
has been made.

If any question arises regarding the meaning of any provision of this Handbook, Portables’
interpretation will govern. With respect to any employee benefit plan, in the event the terms of
this Handbook conflict with the terms of such employee benefit plan document, the plan
document will govern.

Portablesvaluesthe many talents and abilities of its employees and seeks to fosteran open,
cooperative and dynamicenvironment where employees and the company alike can thrive. If you
would like furtherinformation or have questions about any of the policies and procedures outlined
inthis handbook, pleasefeelfree to bringthemto the attention of aHuman Resources Manager.

Once again, WELCOME TO PORTABLES!
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Code of Conduct

Our Employee Code of Conduct company policy outlines our expectations regarding
employees’ behaviortowards their colleagues, supervisors, and overall organization.
Employees are always expected to conduct themselvesin abusiness-like mannerwhile
on the property of Portables and/orwhile conducting business for Portables. All
employees must show integrity and professionalismin the workplace. All employees
must treat supervisors, co-workers, customers, and visitors to Portables with dignity and
respect.

Portables expects thatall employees conduct

themselvesinaprofessionaland ethical manner. OUR MISSION
Anemployee should notconduct business that s fo deliver the best in class service
unethical inany way, norshould an employee to our customers every day

influence otheremployee to act unethically.
Furthermore, an employee should reportany
dishonest activities or damaging conductto an
appropriate supervisor.

CORE VALUES

d w7

If you become aware ofanotheremployee’s
behaviororactions, which you believeare Performance Empowerment Reward
inappropriate, illegal, or problematic, you should ‘ ;
discuss such behavior oractions with the Human
Resources Manageror otherappropriate
managementpersonnel.

Allreasonable concerns will be promptly and thoroughly investigated by Portables and,
where necessary, appropriate corrective action will be taken. You should not discuss such
actions or behaviorwith other Portables employees. Your discussing such matters with
otheremployees may—in and of itself —create an unacceptable work environment for
which youwill be held responsibleand for which you may be disciplinedin accordance
with Portables’ disciplinary policy.
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At-Will Employment

Employmentat Portablesis onan at-will basis unless otherwise stated in awritten individual
employmentagreement signed by the President of the company oras applicable underaState’s
exemption.

This means that eitherthe employee orthe company may terminate the employment relationship at
any time, forany reason, with or without notice.

Nothinginthisemployee handbookisintended to or creates an employment agreement, express or
implied. Nothing contained in this orany otherdocument provided to the employee isintended to
be, nor shoulditbe, construed as a contract thatemployment orany benefit will be continued for
any period of time. In addition, no company representativeis authorized to modify this policy for
any employee orto enterintoany agreement, oral or written, that changes the at-will relationship.

Any salary figures provided to an employee in annual or monthly terms are stated for the sake of
convenience or to facilitate comparisons and are not intended and do not create an employment
contract forany specific period of time.

Nothinginthisstatementisintended to interfere with, restrain, or prevent concerted activity as
protected by the National Labor Relations Act. Such activity includes employee communications
regarding wages, hours, or otherterms or conditions of employment. Portables employees have the
rightto engage in or refrain from such activities.

Equal Employment Opportunity

Portablesisan equal opportunity employerand is firmly committed to complying with all federal,
state and local equal employment opportunity (“EEO”) laws. No employee orapplicant for
employmentshallbe discriminated against because of race, color, age, sex, sexual orientation,
religion, national origin, marital status, disability, orany other protected characteristicestablished by
law. This policy applies to all terms and conditions of employmentincluding recruitment, hiring,
promotion, training, assignment, performance evaluation, compensation, and termination. As
detailed below, this policy also bans discriminatory harassment.
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Portablesis committed to providing equal employment opportunities to all individuals without
regard to race, color, religion, sex, national origin, age, disability, marital status, sexual orientation, or
any othercharacteristics protected by law. For furtherinformation about the applicability of Federal
Equal Opportunity Laws, including the Americans with Disabilities Act, the Equal Pay Act, and the Age
Discriminationin Employment Act, please seethe EEOC website atwww.eeoc.gov.

Portables will provide reasonable accommodation consistent with the law to otherwise qualified
employees and prospective employees with a disability and to employees and prospective
employees with needs related to theirreligious observance or practices. What constitutesa
reasonable accommodation depends on the circumstances and thus willbe addressed by Portables
on a case-by-case basis.

Employees with questions or concerns about any type of discrimination in the workplace are
encouraged to bringthese issues to the attention of the Human Resource Manager. Employees can
raise legitimate concerns and make good faith reports without fear of reprisal. Anyonefound to be
engagingin any type of unlawful discrimination will be subject to disciplinary action, uptoand
includingdischarge.

Zero Tolerance Policy Against Harassment, Intimidation, &
Discrimination

Portablesis committed toawork environmentinwhich all individuals are treated with respect
and dignity. Each individual has the right towork in a professional atmosphere that promotes
equal employment opportunities and prohibits unlawful discriminatory practices, including
harassment. Therefore, Portables expects thatall relationships among personsin the office will
be business-likeand free of bias, prejudice and harassment. If you experience or witness any
harassment or discrimination, please contact Human Resources immediately.

Portables has developed policies to ensure awork environment free of harassment of any kind,
intimidation and discrimination based on race, color, national origin, sex, religion, age, disability
or any other protected characteristic established by law.

Requests for sexual acts, unwelcome sexual advances, touching, remarks or other conductof a
sexual nature are prohibited. Likewise, any discriminatory acts or remarks are prohibited by
Portables. Any substantiated incidents of sexual harassment, harassment or discrimination by co-
workers, supervisory employees or management willresultinimmediate disciplinary action up
to andincluding discharge. This policy applies to all employees.
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Portables prohibits conduct that constitutes or could lead or contribute to harassmentand
discrimination. Any violation of this policy will resultinimmediate termination under the zero-
tolerance policy.

General Harassment: Harassment does not require intent to offend. Thus, inappropriate conduct
meantas a joke, a prank, or even a compliment can lead or contribute to harassment. Examples of
harassmentinclude comments, gestures, slurs, email messages, offensive posters, cartoons, pictures,
drawings orjokes (including email messages) that are directed atanindividual because of that
individual’s race, sex, color, national origin, age, religion, disability or other protected status.
anythingthatbelittles ordemeans another based on thatindividual’s race, sex, color, national
origin, age, religion, disability or other protected status.

Sexual Harassment: Sexual harassmentis a specifictype of discriminatory harassment.Examples
of sexual harassmentinclude:

Comments, gestures, slurs, email messages, offensive posters, cartoons, pictures, drawings or jokes
that are directed atan individual because of thatindividual’s sex and that have the purpose oreffect
of interferingwith anindividual’s work performance or creating an intimidating, hostile, or offensive
work environment.

Touchinganotherin a sexually suggestive or offensive manner, making sexually suggestive remarks
or jokes, making comments about anindividual's body, displaying sexually suggestive objects or
picturesinthe workplace or otherwise creating a sexually charged atmosphere orenvironmentin
the workplace.

Threatening orinsinuating, either explicitly orimplicitly, thatanother employee's submission to or
rejection of sexualadvances will in any way influence any personnel decision regarding that
individual's employment, including but not limited to thatindividual’s evaluation, wages or salary,
advancement, assigned duties, shifts orany other condition of employment or career
development.

Noone with a supervisory role may atany time: (1) Threaten or imply thatan individual’s
submission to orrejection of asexual advance will inany way influence any decision regarding that
individual’s employment, performance evaluation, advancement, compensation, assignments,
discipline, discharge, orany otherterm or condition of employment; or (2) Make any employment
decision concerninganindividual onsuch a basis.
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Complaint Procedure

It isthe responsibility of every employeeto bring to the attention of Portables any evidence of any
type of harassment ordiscrimination so thatthe mattercan be promptly investigated, and
appropriate action taken. Employees are required to reportincidents of harassmentand/or
discrimination thatare either observed orexperienced by that employee. You should report the
conductregardless of the offender’s position at Portables and should also report the conduct even if
the offenderis notemployed at Portables (for example, avendor, visitor, ortemporary employee).
Your promptreportingisveryimportant so that Portables can take action to stop the conduct before it
isrepeated. Please contact Human Resources regarding questions or to file complaints under this

policy.

All reports will be followed up on promptly, with further investigation conducted where needed to
confirm facts or resolve disputed facts. Complaints of harassment and/or discrimination shall be
handled onanindividual basis andin as confidential amanneras possible under the circumstances.

Appropriatedisciplinaryaction (including, but notlimited to, unpaid suspension and termination) will be
taken against Portables personnel found to have violatedthis policy.

No Retaliation

UnderEEOC guidelines, “an employer may not fire, demote, harass or otherwise ‘retaliate’ against
and individual forfiling a charge of discrimination, participatingin a discrimination proceeding, or
otherwise opposing discrimination. The same laws that prohibit discrimination based on race,
color, sex, religion, national origin, age, and disability, as well as wage differences between men
and women performing substantially equalwork, also prohibits retaliation against individuals who
oppose unlawful discrimination or participate inan employment discrimination proceeding.”

In addition, Portables has a zero-tolerance policy prohibiting retaliation against an employee for

filingacomplaintregardingissues, including but not limited to, theft, fraud activity, and willful
disregard of company policy.
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Drug & Alcohol

Drug-Free and Alcohol-Free Workplace Policy

Portables has azero-tolerance drug-free workplace policy. Any of the following constitutes a violation of
Portables Substance Abuse Policy while employed with Portables:

The unlawful manufacture, distribution, dispensing, possession, or use of illegaldrugs, drug
paraphernalia, the use of alcohol, or unauthorized use of prescription drugs or controlled substances or
making arrangements for such use. Whether ornot on company property.

Reportingtowork underthe influence of alcohol orany illegal drug or controlled substance; or

The sale or possession of illegal drugs or controlled substances on Company premises or while operating
a company vehicle.

Employees are expectedtoreportto work free from the influence of alcohol orillegal drugs and to
remain free fromsuch influences while on Portables premises or while performing any work for
Portables off-premises, including meal and break periods. The legal use of medications properly
prescribed by alicensed health care provideris not prohibited, though the abuse of prescription drugs
duringworkingtime is prohibited.

Off-the-Job Drug and Alcohol Substance Use and Activity

Employeeswho use drugs, alcohol, orchemical substances off-the-job run therisk of jeopardizing the
safety of themselves, theirfamily, the public, and the company. Wheneversuch usage adversely affects
publictrustinthe company or otherwise interferes with the employee’s job performance and/or the
company’s ability to carry outits responsibilities, orincreases potential liability for the company, the
Company may be forced to take disciplinary action against the offendingemployee(s), up toand
including termination of employment.

Smoking

Smokingis not allowed inside any Portables facilities, work, or office area orinside any mall atany
time. Smokingis allowed only in designated areas outdoors. Unpaid smoke breaks are allowed as part
of your regularscheduled breaks; however, you are not allowed to leave the location without
coverage or approval. While smoking, please be considerate of others. All smoking materials must be
extinguished properly and disposed of in appropriatereceptacles. “Smoking” includes the use of any
tobacco products (including chewing tobacco), electronicsmoking devices such as vape delivery
systems, use of electronicnicotine delivery systems (also known as e-cigarettes, e-cigars, e-hookahs,
and e-pipes) anywhere that tobacco smokingis prohibited.
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Open Door Policy

At Portables, we recognize the importance of open lines of communication. Every
manager’s dooris opento eachemployee. Employees are free to share ideas,
information, comments, concerns, and feedback. Great communicationis essential to
growth and the development of our company.

Computers, Internet, Email, and Other Resources

The company provides awide variety of communication toolsand resources to employees for use in
running day-to-day business activities. Whetheritis the telephone, voice mail, fax, scanner,
Internet, intranet, e-mail, text messaging, photocopiers or any other company-provided technology,
use should be reserved for business-related matters during working hours. All communication using
these tools should be handledin a professionalandrespectful manner.

Electroniccommunication systems are the Company’s property and theirpurpose is to facilitate the
Company’s business. Employees should have no expectation of privacy in the e-mails they send,
store, or receive; inthe websites they visitorin any other use of the Company’s electronic
communications systems. Communications transmitted or stored in these systems are the
property of the Company and the Company, inits sole discretion, reserves the right to monitor,
access, retrieve, read, disclose, and/or delete any material on its electroniccommunications
systems. The Company may exercise this right, despite the use of passwords or other security
measures.

Electroniccommunications - including access tothe Internet - should be used only for job-related
purposes. Voice mailonany Portables or AT&Tissued orsupplied equipment orservice (toinclude
butnot limited to dealerlines, ANR employee plans where mobile numberis printed or written on
any business card) shall be professional in manner withoutinappropriate background orslang
greetings.

Electroniccommunications should never be used forinappropriate purposes. Employees are not
permitted to use acode, access a file, orretrieve any stored communication unless authorized to do
so or unless they have received prior clearance from an authorized company representative.
Employees may not use the Company’s electroniccommunications systems to (1) communicate
improper, offensive or disruptive messages or material (such as those that are derogatory,
defamatory, obsceneor otherwiseinappropriate, including sexually harassing or other offensive
messages); (2) visit sexually offensive or otherwise offensive orinappropriate Web sites; (3) to solicit
or proselytize (recruit) for outside or personal commercial ventures, religious or political causes; or
(4) to send orreceive copyrighted materials, trade secrets, proprietary information, or similar
materials without prior authorization from management. This policy isintended to be consistent
with other Company policies, including the Company’s EEO Policy and Policy Against Harassment.
Anythingthatwould be inappropriate to sendin a non-electroniccommunication (e.g., by memo or
letter) is similarly inappropriate if sent electronically (e.g., by email ortelephone).
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Social Media Acceptable Use

The company has established the following guidelines for employee participation in social media.

Note: As usedinthis policy, “Social Media” refers to blogs, forums, and social networking sites, such
as Twitter, Facebook, LinkedIn, YouTube, Instagram, and Snap- Chat, amongothers.

Employees mustidentify themselves as such when commenting on the company’s products
or services.

Avoid disparaging remarks about Portables’ and AT&T’s, products, services, or customers.
Demonstrate respectforthe dignity of the company, its owners, its customers, its vendors,
its competitors and its employees. Employee comments must be honest and accurate, and
employees should acknowledge and correct errors as quickly as possible. Do not disclose
sensitive and proprietary information. Do not use the company’s, vendors or competitors'
trademarks on a social mediasite without authorization from the Company.Not use
personal social mediaforbusiness purposes, such as scheduling meetings or communicating
with customers. Employees must ensure that social media activity does notinterfere with
theirwork. Social media activity during work time must be directly related to the
employee’s work, approved by their manager, and must notidentify orreference company
clients, customers, or vendors without authorization from the company’s CEO.

Employees are expected to comply with all applicable laws, including but not limited to,
Federal Trade Commission (FTC) guidelines, copyright, trademark, and harassment laws.

A conflict of interest exists if you have aninterest outside of your work at Portables thatinterferes
with yourresponsibilities or may affect yourjudgment on behalf of Portables. The rules or
restrictions on employees' Internet communications are notintended to interfere with protected
speech orworkplace activity. The company monitors employee use of company computers and the
Internet, including employee blogging and social networking activity. Promoting the competition
may be viewed as a conflict of interest.

Any social mediaaccount created, maintained orused by an employee in connection with his or her
employmentorrole atthe companyis a business account owned by the company; business
accountsand an employee’s personalaccounts should not be intermingled.

Discipline:

Violations of this policy may resultin discipline up to and including immediate termination of
employment.
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Confidential Information

Duringthe course of theiremployment at Portables, employees may have access to Portables’
confidential, secret and proprietary information. Employees should maintain such informationin
confidence and use suchinformation only inthe interest of Portables. The protection of
confidential business information and trade secretsis vital to the interests and success of the
Company. Such confidentialinformationincludes, butis not limited to, the following examples:

* Compensationdata

* Access Codesand passwords

* Financial information

* Pendingprojectsand proposals

* Clientinformation

* Personnel/Payroll records

* Training material of possible value to competitors potentially damaging to customers and their
competitors

* Information received underan express orimplied secrecy obligation

* Informationreceived fromthird parties outside Portables

Employees whoimproperly use ordisclose trade secrets or confidential business information will be
subjecttodisciplinary action, including termination of employment. In addition, the Company will
take any and all appropriate legal action to protectits confidential business information and trade
secrets againstany employee, formeremployee orthird party who discloses or threatens to disclose
that information. As a condition of employment, all employees will be required to sign and abide by
a Pledge of Confidentiality.

Conflicts Of Interest

Portables expects all employees to conduct themselves and company businessin amanner that
reflects the highest standards of ethical conduct, and in accordance with all federal, state, and
local laws and regulations. Thisincludes avoiding real and potential conflicts of interests. When
an actual or potential conflict of interest situation arises, the employee mustimmediately
disclose the potential conflict to the HR Manager.
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Exactly what constitutes a conflict of interest oran unethical business practice is bothamoraland a
legal question. Portables recognizes and respects the individual employee’s right to engage in
activities outside of employment which are private in nature and do not in any way conflict with or
reflect poorly onthe company. The determination of whethera conflictexistsisinthe sole
discretion of the Company.

It is not possibleto defineall the circumstances and relationships that might create a conflict of
interest. Generally, an actual or potential conflict of interest occurs when the Company’s business
dealings may resultinapersonal gainforyou, a friend ora relative. In addition, business dealings
with outside firms should not resultin unusual gains forthose firms.

Some of the more common conflicts, from which employees should refrain, include, but are
notlimited to, the following:

* Accepting money, personal gifts, or entertainment from competitors, customers,
suppliers, or potential suppliers.

* Workingfora competitor, supplier, or customer; while employed with the
Company; Engagingin self-employment in competition with the Company.

* Usingproprietary or confidential Company information for personal gain orto the
Company’s detriment.

* Havingadirectorindirectfinancialinterestin orrelationship with acompetitor, customer, or
supplier; Using Company assets or laborfor personal use.

* Acquiringanyinterestin property orassets orany kind forthe purpose of sellingorleasingitto
the Company; or Committingthe Company to give its financial or other support to any outside
activity ororganization.

Failure to adhere to this policy, including the failure to disclose any conflicts or potential conflicts, will
result in disciplinary action, up to and including termination.

Outside Employment

Due to the highly competitive nature of the industry in which Portablesis involved; employees are
restricted from certain associations or working arrangements with competing or conflicting
organizations. During the course of youremployment with Portables, you may not (i) accept of
perform work of a nature that conflicts orcompetesinany way with the business orservices of
Portables; (ii) accept or perform work that interferes with the performance of your work with
Portables; (iii) use any Portables resources including, but not limited to, computer hardware and
software, telephones, facsimile machines, and copiers, for orin connection with any non-Portables
work; or (iv) perform any non-Portables work on Portables premises or during your scheduled work
hours.

Employees with asecond job are expected to work theirassigned schedules. A second job will not
be considered an excuse for poorjob performance, absenteeism, tardiness, leaving early, refusal to
travel, orrefusal to work overtime ordifferent hours. If outside work activity causes or contributes
to job-related problems, it must be discontinued, orthe employee may be subject to disciplinary
action, up to and including termination.
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Hiring Policies and Procedures

Immigration Law Compliance

Portables does not hire anyone whois not authorized to workinthe U.S underthe Immigration
Reform and Control Act of 1986. As a condition of employment, as required by Federal law, all
employees must show valid proof thatthey are eligibleto work in the United States. Portables’
participatesin the E-Verify programto confirm each new hire has the properauthorization towork
inthe U.S.

Employment of Relatives

Portables allows relatives of employees to be considered for employment, provided they are
qualified for the position and the employment will not pose difficulties for supervision,
security, safety, ormorale and no other conflict of interest exist. Family members are (1)
generally not permitted to work at the same location or (2) supervise one anotherexceptin
exceptional circumstances with prior written permission from the President.

Currentemployees who marry each other or become involved in adomestic partnership will be
permitted to continue employment with the company provided they don’t workin a direct
supervisory relationship with each other or otherwise pose difficulties as mentioned above. If
employees who marry orlive togetherdoworkin a direct supervisory relationship with each other,
the company will attemptto reassign one of the employeesto another position or work site for
which he or sheis qualifiedif such a positionis available. If no such positionis available, the
employees will be permitted to determine which one of them will resign from the company. If the
employees are unable to decide, the company will make the determination, based on the needs of
the business.

Orientation

New employee's orientation consists of a Welcome Presentation, A Welcome Letter from our CEOs
and Welcome Emails from the company. New hire paperworkis completed electronically using ADP
Workforce Now. All new hires are emailed alink to access any required forms, company policies,
and the Employee Handbook and will be given the time toread itand ask any clarifying questions of
the Human Resources Manager. The signed copy of the “Acknowledgement & Receipt of
Understanding” will be placedin the employee's personnelfile. An accessible copy of the Employee
Handbook s available in each store location or by contacting Human Resources.
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Work Hours, Time Recording, & Compensation

Business Hours
Portables corporate office isopenfrom9a.m. to 6 p.m., Eastern Standard
Time. Store business hours vary by location.

Payroll and Commission

All employees are paid on a bi-monthly pay schedule, paying on or about the 1st and 15th of each
month. Commissions are paid on or about the 15th of each month. All employees will have federal and
state taxes withheld from their wages. If the pay date falls on a bank holiday or weekend all checks will
be dated, and direct deposit funds available, on the next banking day.

Portablesstronglyencourages allemployeesto participatein directdeposit. Direct deposit may be to
a bank or a valid pay card account. Direct deposit provides several benefits such as, less chance of a
lost check, theft, orforgery. Funds are deposited in employees’ accounts on payday and you can
accessyour money evenifyou’re onleave oraway on business. Portables is not responsible for
delaysindelivery of paychecks sentviathe U.S. Postal Service or other mail service. Replacement
checks can beissued aftera 72-hour waiting period. Replacement checks are usually processed
within 24 hours following the waiting period.

In certain cases, the initial pay foranew employee may be provided by paycheck to allow for
sufficienttime to process and verify direct depositinformation with the participating banking
institution ordirect pay account. Direct deposit will cease upon termination of employmentor
break of service inany position.

When employment ends, all unpaid commissions may be held 180 days for deduction of
chargebacks. Any monies due will be processed anda check andstatement will be mailedon the
next scheduled commission pay date 180 days afterthe last dayworked.

Any employeeidentified as engagingin fraudulent sales, adding services and/orfeatures to
accounts without the customer’s approvalfor the purpose of creating commissions, or theft, will
notearn any commissions because we cannot calculate the commissions for legitimate sales.

Access to Personnel Files

Employee files are maintained by the Human Resources department and are considered confidential.
Managers and supervisors may only have access to personnelfileinformation on aneed-to-know
basis. Personnel fileaccess by currentemployeesand formeremployeesupon request will generally be
permitted within 3 business days of the written request unless otherwise required under state law.
Personnel files are to be reviewed inthe Human Resources department. Employee files may not be
taken outside the department. Representatives of government or law enforcement agencies, in the
course of their duties, may be allowed access to file information. In all cases, Portables will comply
with applicablelaws of the state in which our stores are operating.
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Reporting Changes to Personnel File

You are responsiblefor promptly notifyinga Human Resources Manager of any change in your
name, address, telephone number, marital status, citizenship, tax withholding allowances,
emergency contactinformation, insurance beneficiary, or dependentinsurance coverage. Accurate
and correctinformationisvital for benefitsandinsurance records and other Companyfiles.
Employees have access tothe employee portal to login and make certain changesimmediately.
You may be required to provide verification to support change request prior to any system
updates

Time Records

All store employees, hourly and salaried are required to accurately record all time actually worked.
To ensure propertime capture each store employee must use the time clock. Accurately recording
time worked isthe responsibility of each employeewhoiis paid hourly wages. Federaland state laws
require the Company to keep an accurate record of time worked in orderto calculate employee
wages each pay period. "Time worked" is all time actually spent on the job performing assigned
duties. Authorized personnel will reviewtimerecordseach week. Anychanges toan employee’stime
record must be approved by theirimmediate supervisor. Please direct any questions about the
timekeeping system ortimecards to your Store Manager or District Manager. Corporate employees
should contacttheirimmediatesupervisor.

In cases where the time clockis out of service or unavailable, employees are required to use an
adjustmentformto documenttheirtimesinand out. The form must be faxed oremailed to the
corporate office within 24 hours of the shift. Inthe eventan employeeforgets to clockin orout he/she
must email the corporate office with the correct adjustment within 24 hours, but no later than their next
scheduled shift. Employeesmust copy their supervisor on the email.

Inthe eventanemployeedid not have access tothe timeclock due to meetings ortraining, they must
signinand out using an Attendance Log. Thislog must be sent to corporate office within 24 hours of
the meeting. Aseparate logisrequired foreach event. Employees who signin/out on the approved
logdo notneedtosendan email fortime adjustments. If corporate does notreceive timely
communication, employees may have to wait until the next payroll period for pay adjustments.

Portables managers determine appropriate lunch and dinner breaks. Typically, employees working
more than four (4) consecutive hours are provided with a meal break of 30 to 60 minutes. These
unpaid breaks are scheduled throughout the workday, so as notto disruptthe business process of
Portables. Breaks are notallowed to be taken at the end of a shift, asto allow an employeetoleave
early.

Each employee isresponsibleforaccuratelyrecordingtheirowntime workedusing the time clocks
provided by the Company. Each employee is responsiblefor punching his or her own timecard.
Clockinginorout foranotheremployeeis strictly prohibited and grounds fortermination.

Altering, falsifying, tampering with time records, or recording time on anotheremployee's time
records, foryou or for anotheremployee, is strictly prohibited. Violations of this and othertime
recording procedures will subject employees to disciplinary action up to and including

discharge. (?) Pnr[ab’g y



Corrections to Time Records

Itisthe employee's responsibility to make sure that his or her time worked is accurately recorded.
Any errors to these records must be corrected immediately. Corrections must be submitted to the
Payroll Department and any changes to an employee’s time record must be approved by their
immediate supervisor. Please direct any questions about the timekeeping system ortimecards to
your supervisor or to the payroll team.

Overtime

Portables complies with Federal, State, and local laws with regards to overtime for qualified
employees. Paid leave, such as holiday, PTO, bereavement time, and jury duty hours do not apply
toward computing overtime.

Deductions for Exempt (Salaried) Employees

Itisthe policy of the Company to comply with the salary basis requirements of the Fair Labor
Standards Act. Employees classified as exempt from the overtime pay requirements of the FLSA will
be notified of this classification at the time of hire or change in position. The Company may deduct
pay from a salaried employee’s salary in the following circumstances:

* Absence fromwork forone or more full days for personal reasons, otherthan sickness or disability

* Absence fromwork forone or more full days due to sickness or disability if the deductionis made in
accordance with a bona fide plan, policy or practice of providing compensation forsalary lost due to
illness

* Asan offsetforany amountsreceived as paymentforjury fees ormilitary pay

* Asa penaltyimposed forviolating safety rules of majorsignificance

* Unpaiddisciplinary suspension of one or more full days for violations of written workplacerules

* Fortime notactuallyworkedinthe employee’s first and last week of employment with the
Company;and

* Unpaidleave pursuanttothe Family and Medical Leave Act.

The Company will notdeduct pay from an employee’s salary forany otherreason. If you believe that
an improper deduction has been made to yoursalary, you shouldimmediately report this

information to the Human Resources Manager.

Reports of improperdeductions will be promptly investigated. If itis determined that animproper
deduction has occurred, you will be promptly reimbursed forany improper deduction made.
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Performance Appraisals and Salary Increases

Communication between employees and supervisors or managers is very important. Discussions
regarding job performance are ongoing and often informal. Employees should initiate conversations
with theirsupervisorsif they feel additional ongoing feedback is needed.

Generally, formal performancereviews are conducted annually. These reviewsincludea

written performance appraisal and discussion between the employee and the supervisor about
job performance and expectations forthe comingyear.

The employee’s supervisor will give these reviews. The reviews will focus on job- related strengths
and weaknesses. Goals and improvement plans will be mapped out for each review period and
progress towards those goals willbe measured atthe next scheduled review.
Althoughsalaryincreases, and promotion are based on an employee’s performance, agood
performance appraisal is notaguarantee of asalary increase or promotion. Allsalary increases are
at the discretion of the Company orthe Human Resources Manager.

Bonus Structure

Portables does not offer guaranteed bonuses. Each year, the bonus structure, if any, will be
determined by management and will likely depend in part onindividualand business
performance.

Attendance

All employees are expected to arrive on time, ready to work, every day they are scheduled to
work. This means being atthe location, ready to work, at theirstartingtime each day.
Absenteeism and tardiness placeaburden on otheremployees and onthe Company.
Punctuality and regularattendance are essential job functions.

Employees are expected to adhere strictly to their scheduled working hours. If you are unable to
reportfor work for any reason, you must notify your supervisorno laterthan 2 hours before your
regularstartingtime. You are responsible for speaking directly with your supervisor about your
absence. Itis notacceptable toleave amessage on a supervisor’s voice mail, exceptin extreme
emergencies. Inthe case of leaving a voice- mail message, afollow-up call must be made laterthat
day.

If you are unable to call inyourself because of anillness, emergency or for some otherreason, you
must have someone call on your behalf. The company may request documentation to confirm your
inability to call out for yourself. You mustindicatethe reason foryourabsence, how longyou expect
to be absentand where you may be reached. If you must leave work forany reason before the end
of the day, you mustinformyoursupervisor/manager before leaving. Failure to show up orcall in
for a scheduled shift without prior approval may resultin termination.
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AT&T Portables Attendance Policy

SCHEDULED ABSENCES

e 1 FULLDAY OR LESS: 1 WEEK NOTICE

* 2 OR MORE DAYS: 2 WEEKS NOTICE
*Must go through “approval” process thatincludes manager, payroll and HR. The employee is not to
take any leave unless approved priorto the date leave begins.

UNSCHEDULED ABSENCES and TARDINESS

Employees are required to notify their manager of any call-out, 2 hours prior to theirscheduled
start time. Employee mustindicate the reason forabsence, how long the absence will be and where
employee may be reached.

If the employee mustleave work forany reason before the end of the day, the employee must
inform the supervisor/managerbefore leaving.

Tardiness is defined as clocking in 5 minutes after your scheduled shift has
started.

Disciplinary action process for Tardiness:
3 unexcused tardiesin one week - Written Warning
Any morethan 3 unexcused tardies in a week period is subject to progressive disciplinary action, up to
andincluding termination.

Disciplinary action process for unscheduled absences:
* 1 unexcusedabsenceinaquarter-Verbal Warning (Documented)
* 2 unexcusedabsencesinaquarter- Written Warning
* 3 unexcusedabsencesinaquarter-Final
Written Warning
* 5 ormore unexcused absencesinaquarter-
Termination

NO CALL NO SHOW
Employees absentfrom work for 3 consecutive days without notification will be considered to

have voluntarily resigned. Thisis considered job abandonment.
3 individual No call noshow’s inaquarter will resultin disciplinary action.
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Punctuality

Portables expects all employees to arrive ontime. Employees may clockin up to 10 minutes priorto
the scheduled shift. Locations should schedule the opening employee to arrive 30 minutes priorto the
scheduled openingtime to allow the location to be properly setup for business (i.e. phone displays,
brochures, etc.) and forthe rep to perform opening procedures (i.e. verify openingftill, inventory, etc.).
Anyemployeethatopensalocation late may be responsibleforany late opening fineimposed by the
mall. Any employee who knows they will be late fora scheduled shift must notify their supervisor as
soon as possible. Notdoing so will resultinthe tardy being unexcused.

Excessive undue and/orunexcused tardiness and unexcused absences may resultin discipline up

to andincluding dismissal.

Breaks

Break and meal periods are intended to give an employee achance torenew attention and energy
afterworking foran extensive period so that he or she can remain productive and efficientin
performing assigned tasks. For this reason, Portables requires employees to take breaks. Generally,
full-time employees are scheduled for atleast 45 hours a week. Employees are entitled to unpaid
breaks totaling 1hour per 8 hourshift. These breaks can only be takenif there is coverage forthe
location. If no coverage is available, the employee is responsible for contacting their supervisorto
discuss arrangements for coverage. All employees are required to clock out for these breaks.
Employees cannotskip breaksin ordertoleave early orto make up forlost time resulting
fromarriving late.

Portables managers determine appropriate lunch and dinner breaks based onthe location’s
schedule. Typically, employees working more than four consecutive hours are provided with a meal
break of 30 to 60 minutes. These unpaid breaks are scheduled throughout the workday, so as not to
disruptthe business process of Portables. An employee is not allowed to leave early by taking their
breaks at the end of the shift. Portables will deduct the required time, as listed below, from asales
rep’stime if they do notclock out for breaks.

1 hr. -3 hrs. 59 mins clocked in: 15 minutes deducted forbreak 4 hrs. — 7 hrs. 59 mins clocked in:
45 minutes deducted for break More than 8 hrs. clocked in: 1 hourdeducted for break

Failure to clock out for breaks may resultin disciplinary action, up to and including termination.

Absence Without Notice

Employees who are absent from work forthree (3) consecutive business days and who fail to
communicate directly with theirimmediate supervisorareason for such absence will be
considered to have voluntarily resigned theiremployment with the Company.

Mandatory Meetings and Trainings

Employees may be required to attend mandatory training and monthly sales meetings. Hourly
employees will be compensated forattending these meetings. Time commutingis not
generally compensable. Employees may also be required to attend additional meetings, and
trainings for which they will receive sufficient notice. If you have any questions, please contact
your District Manager.
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Leave Policies

Holidays

The Company allows paid time off to eligible full-time employees for certain holidays. Full-time hourly
employees become eligible afterthey have been actively with the company for 6 months. Salaried
employees may receive holiday pay immediately upon joining the company. Part-time and temporary
employees, including summeremployees, are not eligible for holiday pay.

Paid Time Off (PTO) Paid Time Off (PTO) provides you with the flexibility to use yourtime off to meet
your personal needs, whilerecognizing yourindividual responsibility to manage your paid time off.
You will accumulate aspecified amount of PTO each pay period worked anditisupto youto allocate
how you will use it—for vacation, illness, caring for children, school activities, medical/ dental
appointments, leave, personal business or emergencies. Portables may require you to use any unpaid
PTO duringdisability orfamily medical leave, orany otherleave of absence.

The amount of PTO earned will depend onyourlength of yourservice with the Company.

[PTO does notreplace the Company’s holiday schedule. We will continue to have designated paid
holidays each year.]

ELIGIBILITY:
You are eligibletoreceive PTOif you are a Salaried Exempt status employee.

DEPOSITSINTO YOUR LEAVEACCOUNT:

Paid Time Off (PTO) accrued upon hire or transferinto a benefits-eligible position and is available for
use following completion of 90 days of employment. PTO is accrued to total 8 hours permonth. PTO s
accrued as you work, and you will not accrue PTO time while you are on leave of absence or suspension
by the Company. An employee may carry over 96 hours of accrued PTO into a new calendaryear.

Portables employees are not paid out for the PTO they have accrued at employmentend. If an
employeehas PTO time notused, and employmentterminates, the PTO is forfeited.

Employeeswho givetwo weeks’ notice of employment termination must work the two weeks without
utilizing PTO.

PTO Blackout Periods

PTO “blackout” dates are blocks of time or specificdates in which employees cannot schedule time off
dueto an increased workload or special event. Foryearly blackout dates, please see yourimmediate
sales manager.
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Family and Medical Leave

The Company will grant unpaid leave for certain family and medical reasons to employees who have

worked forthe Company forat least twelve months and have worked atleast 1,250 hours during the

twelve-month period preceding the leave. Eligible employees will be granted unpaid medical leave for

one or a combination of the following reasons:

* To provide care for the employee’s child following the birth, adoption, orfoster care placement of
the child

* To provide care for a spouse, child or parent of the employee, who has aserious health condition

* Forthe employee’s own serious health condition

Unpaid leaves willbe granted fora period of up to 12 weeks in a twelve-month period, which will be
measured forward from the date the employee’s first unpaid leave begins.

Family and medical leaveis unpaid except tothe extent thatan employee applies any accrued vacation
days towards family and medical leave. Employees mustapply any accrued, unused paid leave to
periods of unpaid family and medical leave. Also, for leave due to an employee’s own serious health
condition, an employee may be eligible for paid disability benefits, if such benefits are offered by the
state in which the employeeworks.

Generally, all periods of time an employeeis on short-term disability or workers’ compensation leave
will be counted toward the twelve weeks of family and medical leave permittedinaleave year.
Unpaid family and medical leave runs concurrently with all otherforms of paid leave (forexample,
short-term disability leave).

Procedure

A request for Family and Medical Leave form must be completed and signed by the employee and
submitted tothe HR Manager. When the need forleave is foreseeable, such as for the birth of a child,
the placementinadoption orfostercare of a child, or planned medical treatment, the employee must
submitthe form 30 days before the effective date of the leave. Forms are available from the HR
Manager.

Medical Certification

The Company will require medical certification to support arequest forleave foran employee’s own
serious health condition or to care for a seriously illchild, spouse, or parent. Forleave to care fora
seriouslyill child, spouse, or parent, the certification mustinclude an estimate of the amount of time
that the employee is neededto provide care.
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Continuity and Timing of Leave

Leave fora serious health condition of the employee or his/herspouse, child or parent may be taken on
an intermittent or reduced-schedule basis if medically necessary. If leave is requested on this basis,
however, the Company may, inits discretion, require the employee to transfertemporarily toan
alternative position that betteraccommodates such recurring absences. The alternative position will
have equivalent pay and benefits.

All leave taken forthe birth of an employee’s child or for the placement of a child with an employeefor
adoption orfoster care must be taken on a continuous basis and must be concluded within one year
afterthe birth or placement occurs.

Spouses’ Combined Leave

When both spouses are employed by the Company, they are entitled to acombined total of 12 weeks’
leave in a twelve-month period forthe birth oradoption of a child orthe placementof achild for
adoption orfostercare in the employee’s household orto care for a parent who has a serious health
condition.

Continuation of Employee Benefits During FMLA Leave

Employees will notaccrue vacation leave while on unpaid Family and Medical leave. Benefits coverage
will continueforemployees on FMLA leave. Employees on FMLA leave are required to continue to pay
theirshare of premiums during the absence. For any portion of the FMLA leave thatis paid, employee
contributions will continue to be paid through payroll deductions. Forany portions of FMLA leave that
are unpaid, employees are responsible for making sure the Company oritsinsurance carrierreceives
premium payments by the normal payrolldates.

Reinstatement

The Company will reinstatethe employee to the same position oran equivalent positionif the
employee complies with all terms and conditions of leave. However, the grant of approved Family and
Medical leave does not alter the Company’sright to restructure, reorganize, oreliminateany position at
the Company at any time and forany reason. Employees returning from a medical leave may be
required to submit medical certification verifying thatthe employee is able to return to work.
Employees are expected to apprise the HR Manager of the date they anticipate returning to work.

State Medical Leave

Some States have enacted leave laws in addition to the Federal requirements. Portables adheres toall
medical leave mandates for each State in which we operate. Thisinformationis too extensive tolist
here. If you have a situation that requires medical leave, please notify your supervisor. Forinformation
that applies toyourstate, county orjurisdiction, contact Human Resources.
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Non-FMLA Medical Leave of Absence

The policy of Portablesisto consideran employee's request foramedical leave of absence (where the
leave does not qualify for protection underthe Family Medical Leave Act (FMLA) in accordance with
guidelines setforth below. This policy generally provides up to six (6) weeks of leave inany "rolling" 12-
month period unless otherwiserequired by law, including the Americans with Disabilities Act
Amendments Act (ADAAA). All leaves (except military leave provided under USERRA) of absence are
concurrentand count towards the six (6) weeks. All leave must have a start date and an anticipated
returnto work date or expected duration of leave of absence certified by a Medical Provider.
Employees who take anon-FMLA Medical Leave do not have job restoration rights.

Leave within First Year of Employment

Anemployee with aserious medical condition as defined underthe FMLA, whoisin hisor her firstyear
of employment and has completed the initial orientation period, may request aleave of absence for a
self-qualifying medicalevent. This leave will be considered for employees that need to be out of work
for five (5) consecutivedays.

Employees may take leave up to four (4) weeks within their first 12 months of service at Portables.
Intermittentleave under Non-FMLA is not permitted.

Leave after First Twelve Months of Employment

Anemployee with aserious medical condition as defined underthe FMLA who does not meet the
1,250-hour requirement, has exhausted leave available underthe FMLA or does not meet FMLA
requirements may requestaleave of absence foraself- qualifying medical event. Time away from work
will generally not exceed six(6) weeksina"rolling" 12-month period. Intermittent leave under Non-
FMLA is not permitted unless such leave has been approved as a reasonable disability related
accommodation pursuanttothe ADAAA. Requests for disability related accommodations should be
made to the Human Resources Department.

Human Resources will receive all medical certifications and physician’s Excuse from Work Notes. Failure
to comply with the above-mentioned requirements willresultin denial of leave or reinstatement from
leave, in which case the employee's leave of absence would be unauthorized, subjecting the employee
to discipline up toand includingemployment termination. Failure to communicate and provide
documentation timely may be considered as resignation or job abandonment.
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Continuation of Employee Benefits During Non-FMLA Leave

Employees will notaccrue vacation leave while on unpaid non-FMLA |leave. Benefits coverage will
continue foremployees.

While onleave, the employee must continue to make premium payments by mail to: Wahid Inc. 8270
CinderbedRd Lorton, VA 21079.

The payment must be received by the first day of every month.

A 30-day grace period applies. If full paymentis not postmarked within the 30-day grace period, your
benefits may be terminated.

If the employee chooses not to returnto work forreasons otherthan a continued serious health
condition of the employee orthe employee's family member ora circumstance beyond the employee's
control, Portables may require the employee to reimbursethe amountit paid forthe employee's health
insurance premium during the leave period.

Personal Leave of Absence

To the extentthatan hourly employeerequires an extended period of time off from work (usually
rangingintime from 30-90 days), they must contact theirimmediate supervisorand the HR Manager at
least two weeks in advance of the need fortime off. The leave time must also exceed two weeks to be
considered. Unpaid personal leavetime will be granted at the sole discretion of the Company based on
the needs of the business. Requests for personal leave without pay are considered on a case-by-case
basis. The reason forthe request, the employee's length of service, the employee's work record, holiday
season, and the demands of the individual's job are examples of the type of factors typically considered
inevaluatingarequestforpersonal leave of absence. The Company willnot granta personal leave of
absence for more than 3 monthsina calendaryear.

Jury Duty

Employees summoned forjury duty will be allowed the necessary time off from work to perform this
civicresponsibility. Portables will pay such employees the difference between theirregularsalary and
any jury duty fees received.

An employee summoned for jury duty must give his/hersupervisoracopy of his jury summons as soon
as the summonsis received. Afterjury duty is completed, an employee must provide his/her supervisor
with a certificate of service from the court. If jury dutyis cancelled forany reason, the employee must
reportto work. If jury duty occupies only part of the day, the employee mustreporttoworkwhen
dismissed from court unless authorized not to do soin advance by theirsupervisor.

Employeeswho failto reportto work as required by this policy will be subject to disciplinary action, up
to andincluding termination.
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Military Leave

The Company will grant unpaid military leave for all employees upon request and provision of
appropriate documentation fromthe applicable U.S. uniformed service (including the Army, Navy,
Marine Corps., Air Force, Coast Guard (as well as the reserve components of each of those services),
Army National Guard, Air National Guard, and Public Health Service commissioned corps). An employee
whois called to duty mustimmediately notify his/hersupervisor. When the employee returns from
military leave, decisions regarding employment willbe made in accordance with applicable state and
federal laws. Employees may elect to apply any accrued, unused vacation timetowards their military
leave.

Employees who take leave underthis policy may elect to continuethe Company’s group health benefits
for up to twenty-four months while in the military. Employees who take leave under this policy will be
eligible to receivethose benefits that the Company offers to its employees of similar seniority, status
and pay who are on othertypes of approved leave.

Bereavement Funeral Leave

When a death occurs inan employee'simmediate family, an employee may take up to three (3) days of
paid bereavementleave. For purposes of the funeral leave policy, "immediate family" means an
employee's spouse or child, stepchild, parent, step-parent, grandparent, brother, orsisterof the
employeeorthe employee's spouse. All regular, full-time employees may take up to one (1) day off
with pay to attend the funeral of anin-law. The company may require verification of the need forthe
leave. The employee’s supervisorand Human Resources will consider this time off on a case -by-case
basis.

Paymentforbereavementleave is computed at the regular hourly rate toa maximum of 8 hours for 1
day. The hours of pay are based onthe employee’s average daily schedule. Time off granted in
accordance with this policy shall not be credited as time worked for computing overtime. In unusual
circumstances, additional time off may be granted, without pay, atthe discretion of Portables. Portables
may request documentation to support bereavement leave.

Severe Weather Closings

Portables willalways make every attemptto be openforbusiness, however, employee safety is
primary. Inthe eventthe company must close forthe day due to severe weather oremergencies, the
company will make every reasonable effort to notify you. If weather conditions are so severe that you
are unable to travel to work, you must contact your immediate supervisorimmediately. Hourly
employees will not be paid fortime they are unable towork due to severe weather. Store employees
are responsible for monitoring changesin mall hours and notifying their supervisors of adjusted mall
hours.
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Employee Benefits

The followingis alist of benefits that Portables makes available to Eligible Employees. The descriptions
inthishandbook are a summary only. Benefits may be modified, added orterminated atany time by
the insurance company or benefit provider, perthe terms of the plan, or by Portables, atits discretion.

Benefits Eligibility

Full-time employees that have successfully completed the required waiting period of 90 days are
eligible forthe benefits outlined below. Part-time employees (less than 30 hours per week) are not
eligible forthese benefits. Benefits are:

Group Medical & Dental Insurance
Portables pays a portion of premium costs for coverage of eligible employees. Coverageis also available
throughthe current planfor dependents of eligible employees.

Employee portion of premiums must be paid through payroll deduction. Details of the plan are available
through the Human Resources department.

To qualify for health and dental insurance, hourly employees must work a minimum of 40 hours per
week for 6 consecutive months and maintain aminimum of 40 hours per week to ensure nolapsein
coverage.

401K Plan

Portables offersa401K planthrough BB&T to eligibleemployees wishing to participate. Contact the
Human Resources department for details. Must have worked 6 months or more to be deemed as
eligible.

Eligibility requirements to participate in the 401k retirement plan: Employees must be atleast 21 years
of age and have worked a minimum of 1,000 hoursin the previous calendaryear.

Employee Discounts

Employeesare eligibleto receive adiscounton the Portables’ core products and some AT&T Wireless
service plans. Information on currentemployee discount rates can be obtained through your store
Manager or District Manager.

Worker’s Compensation

Portablesrequires that all employees report job-related accidents orinjuries toasupervisororthe
Human Resource Manager immediately, whetherthe accident occurred on or off company premises.
All workers’ compensation claims will be paid directly to employees and employees are expected to
return to workimmediately upon release by their doctor.
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COBRA

The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified
beneficiaries the opportunity to continue health coverage under the company’s health plan, should the
employeelose hisorhereligibility (i.e., upon termination or reduction of hours). Details of COBRA
coverage and how to apply forit will be provided by a Human Resources Manager at the time eligibility
islost.

Separationand Disciplinary Policies

Disciplinary Policy

Progressive Disciplinary Action

Portables engagesin progressive counseling to instruct team members as to the properstandards of

conduct, job performance as well asto caution that furtherinstances may lead to more severe

discipline.

Progressive Counseling will generally proceed in the following steps:

* Coaching- A verbal warning which may be documented inateam member’s personnel file.

* First Written Warning - A formal documented write-up which isto be reviewed with the team
memberand placedinthe personnel file.

* Second Written Warning - A formal documented write-up along with a Performance Improvement
Plan.

* Final Notice - Last written formal notice before termination.

Portablesreservesthe right to determine the appropriate level of discipline forany performance or
conductissues, including oral and written warnings and in the case of serious misconduct an employee
may be suspended and/or discharged on first offense. Portables reserves the right to effectimmediate
termination, should the situation warrant. Each case is to be considered on anindividual basis.

Disciplinary action includes, butis notlimited to, unpaid suspension and termination of employment

and can be taken againstan employee in the absence of aformal review. Examples of offenses which

may resultin disciplinary action against an employee include (but are notlimited to) the following:

Violation of the Company’s EEO Policy and Policy Against Harassment

* Theft

* Embezzlement

* Violenceinthe workplace

* lllegal orunethical conductin connection with the Company finances or otheraspect of the
Company’s operations

* Insubordination and falsification of aCompany record including but not limited to timecards

While there are some deficiencies (such as, without limitation, theft, embezzlement, insubordination,

and violenceinthe workplace) thatare likely to resultinimmediate termination of employment, in
other casesthe Company may elect to take progressive disciplinary action.
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Violence & Weapons

Portablestakes threats of violence extremely seriously. Any act or threat of violence by oragainst any
employee, customer, supplier, partnerorvisitoris strictly prohibited. This policy applies to all company
employees, whether on or off company property. Any use or possession of weapons, whetherillegal or
not, is prohibited on company property or while on company business. This includes knives, guns,
martial arts weapons, orany otherobjectthatis used as a weapon. Any employee caught possessinga
weapon will be subject todisciplinary action, up toand including termination.

Job Abandonment

Employees of Portables that are absent for more than three (3) consecutive business days and who fail
to communicate directly with theirimmediate supervisor or Human Resources areason for such
absence will be considered to have constructively resigned theiremployment with Portables. The
effectivedate of termination will usually be the last day the employee reported for work. In certain
cases, the termination date is determined by Human Resources. Employees on approved leave are
requiredto provide supportive documentation for continuation of leave. A time gap in documentation
that exceeds 3business days, may be considered as voluntary quit.

Resignation

Employees are encouraged to provide two weeks’ written notice to facilitate asmooth transition out of
the organization. If an employee provides less notice than requested, the employer may deem the
individual to be ineligible for rehire depending on the circumstances regarding the notice given. All
resignations must be confirmed in writing. Employees who verbally resign will receive a Confirmation of
Resignation notice within 24 hours.

Termination

All employment at Portablesis at will, which means the employment relationship can be terminated at
any time andforany reason by eitherthe employee or Portables with or without notice.

Employees choosing to terminate theiremployment with Portables are asked to give their supervisor at
least two-week advanced notice. Written notice may be emailed toimmediate supervisorand HR Dept.

Return of Company Property
Portables requires that employees return all documents, files, computer equipment, uniforms, company

tools, business credit cards, keys and other company owned property on or before the last day of work.

Employeesleaving the company may have the option of purchasing any property they choosenot to
return (i.e.smartphone, etc.).

Employeesleavingthe company will have the option of having an exitinterview with aHuman
Resources Manager.
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Employment Verification

All requests foremployment verification must be forwarded to the Human Resources Department.
Store managers do not provide employment verifications. Upon receipt of arequest foran employment
reference, Portables will confirm dates of employment and position(s) held. In most cases portables
doesnotto provide any additional information. In the event more information is necessary, for
example, to obtain aSecurity Clearance, HR requires written and signed authorization from the
employee.

Other General Provisions

Visitors

Only customers and authorized visitors (forexample, AT&TRAEs) are permitted at Portables’ locations.
To protect Portables from theft orlegal exposure, novisitoris allowed behind the counterorin the
backroom of any Portables location. Visits from friends and family should be kept toa minimumand
should not exceed five (5) minutes. Employees are responsible forthe conduct of their guests.

Solicitation and Distribution

Portables prohibits persons who are not employees of Portables from soliciting, distributing materials,
or sellinganything forany purpose to customers, visitors oremployees of Portables on Portables
premisesatanytime.

Portables prohibits employees from soliciting, collecting or selling anything forany purpose to other
employees during the workingtime. “Workingtime,” means the time during which either the solicited
employeeorthe solicitingemployee should be working.

Dress Code General Guideline

All clothes should be clean, pressed, freefrom strong orders. No screen print clothing unless it company
issued. Clothingthat works wellforthe beach, yard work, dance clubs, exercise sessions, and sports
events are not appropriate fora professional appearance at work. Sheerclothingthatreveal
undergarments, low cut tops, or styles that display bare backs, waist, stomach orunderwearis not
appropriate. Hair should be clean, combed, and neatly trimmed or arranged; unkempt or bright crayon
colored hairis not permissible regardless of length.
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Store Employees

Portables employees should present a professional appearance atall times. Employees should be well
groomed and dressed appropriately for our business. Allsales reps mustadhereto the basicdress code
described below:

Acceptable
All Store Employees

* Nametag

Men

* Jeans(Noripped, frayed, torn, patched orbleached jeans)

* Dressslacks withbelt

* Portables or AT&T poloshirt

* Portablesor AT&T tee-shirt (DM approval required)

* Dressor casual shoes/sneakers (solid colors: brown, black, navy)

Women

* Jeans(Noripped, frayed, torn, patched orbleached jeans)

* Businessslacks, capris (black, khaki, charcoal grey, dark blue)

* Dressorskirt(nomore than4 inches above the knee or high slits)
* Portables or AT&T poloshirt

* Dressor casual shoes/sneakers (solid colors: brown, black, navy)
* Neutral loafers, mules, wedges, sling backs, flats, boots or pumps

Unacceptable
* Shorts

* Peddle-pushers

* T-shirts (otherthan AT&T)

* Sweatshirts, sweatpants, orjogging outfits
* Lycra or spandex clothing (form fitting)

* (Cargo pants

* See-thruorlow-cutclothing

* Tank tops

* Topsthat expose the midriff

* Flip-flops, thongs, slippers

* Flashyathleticshoes

Jewelry
Small, simplejewelryis acceptable (body piercing jewelry is generally not permitted.
for or questions, contact Human Resources.

Corporate Employees

Portables strives to maintain aworkplace environment thatis well functioningand free from
unnecessary distractions. As part of tha ort, the company requires employeesto maintain aneatand
clean appearance thatisappropriate (@e n forthe work beingperformed. 31



All corporate employees are expected to followthe General Dress Code in addition to the

corporate dress code policy. Any questions or complaints regarding the appropriateness of attire should
be directed to the Human Resources department. Decisions regarding attire will be made by the

Human Resources department and not by individual departments or managers.

*Please referto the Corporate Dress Code Policy for further details.

Telephone Use —Company & Cell

Telephones are provided to enable employees to carry out work assignments in an efficient manner. No
employeeisauthorized to acceptany free promotional offers solicited viatelephone. There should be
no personal calls onthe company phone.

Personal cell phones should be limited during working hours, on a sporadicbasis orin emergency
situations and when employees are on scheduled breaks and lunch. Texting, use of social mediaand
shoppingsites, etc. duringcompany time is not permitted. Portables retains the right to monitor
employees for excessive use of personal cell phones. Personal calls, texts and instant messages can be
monitored or used in HR investigations. An employee willunderstand there is no expectation of privacy
on theirown personal devices, while usingthe device at work.

Cell phonesshallbe turned off orsetto silent or vibrate mode during meetings, conferencesandin
otherlocations where incoming calls may disrupt normal workflow.

If employee use of a personal cell phone causes disruptions or loss in productivity, the employee may
become subjectto disciplinary action per company policy.

Ifan employeeis operatingacompany vehicleand receivesacall ona cell phone, the employee may
answer, butshall ask the callerto hold, putthe phone down and pull to the side of the roadway, intoa
parkinglotor othersafe location to respond to the call. Failure to follow this policy may resultin
disciplinary action up to and including termination.

Use of Company Vehicles

All company vehicles are to be used forbusiness purposes only. Employees may not use a company
vehicle without written authorization from asupervisorto do so. Employees using company vehicles
must have a valid driver’s license and proof of insurance.

Use of Company Property

All company workspace, including file cabinets, fax machines and computers are the property of
Portablesand must be available to managementat all times. The use of personal locks on any company
property is strictly forbidden. No company property may be used to house personalfiles oritems. No
company equipment, including computers, photocopiers or printers may be used for personal business.

Postage, Shipping and Office Supplies

Postage, shippingand office supplies paid for by the company are for business purposes and are not to
be usedfor an employee's personal purposes.
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Personal Property

Portables does notassume responsibility forany personal property located onits premises. Employees
are to use theirown discretion when choosingto bring personal property into any Portables location,
facility, orsite and do so at theirown risk. Additionally, employees may not bring or display on Company
premisesany property that may be viewed asinappropriate or offensive to others. Employees are not
allowedto bringbooks, laptops, orany otheritem thatisnon-job related to any Portableslocation. This
policy can only be superseded by the CEO or a HR Managerand must be in writing.

Personal Safety

The safety of each employee's health and security is very important to Portables. Portables is willing to
make reasonable efforts to address an employee's safety concerns. Employees should rememberto use
cautionand good judgmentin all activities and should notify their supervisor ora human resource
representative if they believe there isasafetyissue that should be addressed.

Location Security

It isthe responsibility of all employees to make sure the facilities and work areas are secure. This
includes making sure thatinventoryissecuredinthe proper place and notleftlaying unattended on the
counter.

Any employeeentrusted with facility keys shall make certain the facility is secure when that employee is
the lastto leave. Thisincludes, butis notlimited to, turning off appropriate lights, closingand locking all
doors and windows and setting the security alarm. If you have questions about this policy, seeyour
immediate supervisor. Employees mustimmediately report any potential security risks to your
immediate supervisor.

Monitoring & Searches

All company property is subjectto monitoringand review at all times. Thisincludes, butis not limited
to, desks, lockers, company vehicles, computers and email files. Reasons for searches and reviews
include, butare not limited to, personal abuse of company property, theftinvestigation and improper
disclosure of confidentialinformation.

Portables retainsthe rightto conduct searches at any time. Thisincludes the right to search individual
computersorfiles, evenif protected by apassword. Any employeethat attemptstoobtainoraltera
password forthe purpose of accessing restricted files will be subject to disciplinary action, up toand
including termination, and will be prosecuted to the full extent of the law.

Oversized purses and bags are not allowed at Portables locations. This includes, butis notlimited to,

duffel bags, backpacks, briefcases, and over-sized purses. Portables retains the right to randomly search
any personal bagor purse on company property.
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Surveillance
Portablesreserves the right toinstall security camerasin work areas for specificbusiness reasons, such
as security, theft protection or protection of proprietary information.

Portables may find it necessary to monitor work areas with security cameras when thereis a specific

job-orbusiness-related reason to do so. The company will do so only afterfirstensuring that such action
isin compliance with state and federal laws.

Employeesshould not have any expectation of privacy in work-related areas.

Portablesreserves the right to modify this handbook and its policies at any time without advance
notice, as appropriate to ensure best business practices and adherence to Federal, State and Local laws.
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Acknowledgement and Receipt

| have received my copy of the Employee Handbook.[ ] R initial

The employee handbook describes importantinformation about AT&T Portables, and | understand that
| should consult Human Resources regarding any questions not answered in the handbook. | have
entered into my employment relationship with AT&T Portables voluntarily and acknowledge that there
isno specified length of employment. Accordingly, either | or AT&T Portables can terminate the
relationship at will, with or without cause, atany time.

This manual and the policies and procedures contained herein supersede any and all prior practices,
oral or written representations, or statements regarding the terms and conditions of your employment
with AT&T Portables. By distributing this handbook, the Company expressly revokes any and all previous
policiesand procedures which are inconsistent with those contained herein.

| understand that, except foremployment at-will status, any and all policies and practices may be
changed at any time by AT&T Portables, and the company reserves the right to change my hours, wages
and working conditions atany time.

| understand and agree that nothinginthe Employee Handbook creates, orisintended to create, a
promise or representation of continued employment and thatemployment at AT&T Portablesis

employment at-will, which may be terminated at the will of either AT&T Portables or myself.

Furthermore, | acknowledge that this handbookis neithera contract of employment noralegal
document.

| have received the handbook, and I understand thatitis my responsibility to read and comply with the
policies contained in this handbook and any revisions made toiit.

Employee's Signature

Employee's Name (Print)

Date

TO BE PLACED IN EMPLOYEE'S PERSONNEL FILE
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