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Foreword

Welcome to ACerts Inc.

As a member of the aircraftcerts.com Team, you belong to a dedicated
group of professionals who work hard at maintaining a standard of excel-
lence. Your exceptional qualities have been recognized by your offer of em-
ployment. It is my goal to provide a work environment and associated benefits
that ensure this standard is maintained.

We have always emphasized outstanding people as the key to our success. To
ensure continued success, it is important that all employees fully under- stand
our policies and procedures. You are encouraged to familiarize your- self with
theinformation contained in this Handbook, and use it as a valuable resource for
understanding the Company. It is also a useful reference docu- ment.

My best wishes to you and thank you for taking this first step in knowing
your Company.

Gary Carlsen
CEO, ACerts Inc.
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1. Introduction

ACerts Inc. is handbook presentsvarious policies, benefits, and
organizationaln the formationfor companyemployeesndtheirfamilies.
Itisimportanthatyoureadhishandboolandunderstanits contents.

ACertsintent is to maintain policies and practicesthat con- tribute to a
financidly soundand growing company. This handbook,and the company
policies and practices contained in it, is intended to be an aid for

enhancingemployeecommunicationandworking relationships.

This handbookis not meantto containall the informationyou will needdur-
ing the courseof your employmentwith thecompany.You will receiveinfor-
mationthroughvariousnotices,memorandaandverbalcommunication.The
companyreviewsits policies and benefitscontinually, and accordingly,the
policies and bendits outlined in this handbookare subjectto modification,
enhancementr terminationby the companyat anytime. Sincemany of the
benefits,policies and practicesare describedonly briefly, the Human Re-
sourceDepartmenishouldbe contactedfor moredetailsasrequired.



1.2 Open Door Policy

ACerts encouragests employeesto shareany suggestionghat might im-
prove methodsand working conditions,reducecostsor errors,or otherwise
benefitthe companyandits employees.

ACertsmaintainsan open door policy, and employeesare encouragecto
seekinformation, provideinput, sharetheir concernsand resolvegroblems!
issuesthroughtheir immediatesupervisoror any other managemwith whom
they feel comfortable.This opendoor policy extendsto the Director of Hu-
manResourcesindto the Presidenand CEO whensatisfactoryresolutionof
aconcernproblem,or issuecannotbe obtainedelsewherewithin the Organi-
zation.
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2.13Political Contributions

ACertsrespectsand encourageemployeeparticipation in political activities,
but not on companytime, andnot on behalfof or asarepresentativeof ACerts

sponsorsACS-PAC, a Political Action Committee. ACS-PAC supports,on a
bipartisan basis, candida¢ who will fosterthe best businessenvironmentfor
the economicwell-being of ACS and its Employeesin the areaswhere we
work and live. Your decisiontojoin ACERTS INC:PAC is entirely voluntary.
For information onjoining pleasecontactthe ACS-PAC Administrator or the
Human ResourcedDepartment.Whetheryou join ACS-PAC, another political
organizationor participateas an individual, ACS urgesall of its employeesto
exercisetheir democraticright to vote. Employeescan enrollin the ACS-PAC
at any time by completing an enrolliment form that can be obtained by
contacting 1-luman Resourcesor your Office Manager; and forwarding the
completedform to the Human Re-sourcesDepartmentor the PAC Treasurer.



2.1 Equal Employment PoliCY reisedosiosrzo10

It is companypolicy to take Affirmative Action in recruiting, hiring, devdop-
ment,promotion, transfer,compensationbenefits,educationalassistancetrain-
ing, andterminationsof employeego ensurehatEqual Opportunity is available
to everyonewithout regard to race, sex, color, age, religion, nationalorigin,
genetic information, disability, veteran status,or any other protectedcharac-
teristic asestablishedby law.

This policy of EqualOpportunityand efforts to implementit, havethe firm
personalsupportof all ACS Managers. Managerswill be accountablefor
fulfilling thec o mp acomnditsentothispolicy inthesameashionasthey
areaccountabldor theoverallperformanceoftheirorganization.

2.2 Hi ring PraCticeS revised 05/05/2010

ACS is an Equal Opportunityemployer. The profitable, responsiblegrowth
andbusinessucces®f the Company,andpersonalgrowth of theindividual,
resultsfrom hiring the mostqualified peopleto perform the work, andthen
enhancingandusingtheir abilitiesto the fullestextentpracticablewithin the
frameworkof the businessnvironmentBy hiring, compensatingtraining,
promotingandproviding fair treatmento all employeesthe effectivenes®f

ACSH soperationswill be maintained while enhancingthe e mp |l oy e e
progress.Acs doesnot seekor collect geneticinformation or information
regardingdisability statusin connectionwith hiring.

2.3 Ethics

Apotentiale mp | ofy ® te @ efé a ©c @ | Isa&printaky considerationn
an offer of employmentwith Acerts Inc This standardincludesa strong
work ethic, honesty, high moral character,and strong integrity. The
welfare of the teamis foremostin importance,and personalambitionsand
recognitionmustbe semndary.Maintaining a high standarf businesseth-
ics (corporateand employee)is essentiakto the companyandto continued
employmentwith A,

ACS has an excellentreputation for conductingbusinesswith integrity,
fairnessandin accordacewith thehighestethicalstandardsEachemployee
enjoysthe benefitsof thatreputationandis obligatedto uphold it in every
businessactivity. If anemployeeis everin doubtwhetheran activity meets
ACSO ethical standardr compromiseghe Compma n yrépsatation,he/she
shoulddiscusst with his/hermanageror Resources.
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2.4 Non-HarassmentPolicy

ACertsIn. believesthat employeesshould havethe opportunityto work in
anenvironmentfree of harassmenbasedonthee mp | o saeeskinsolor,
religion, gender sex,nationalorigin, age,or disability.

Harassmentloesnot refer to occasionalcommentsof a socially acceptable
nature.Harassments a form of inappropriateconductthat underminesthe
employmentrelationship.No ACS employeewill be subjectedto ethnic
slursor otherverbal or physicalconductrelatingto thee mp | o yadoaad s
origin, surname,skin color, gender,sex or age. Behavior that amountsto
harassmentill resultin disciplinary action up to, andincluding, termina
tion.

Harassmenis verbalor physicalconductthatdenigrateor showshostility or
aversiontoward the employeebecauseof thee mp | o yaeesskinscolor,
religion, gendernationalorigin, ageor disability, andthat: 1)hasthepurpose

or effectof creatinganintimidating, hostileor offensivework environment2)
hasthe purposeor effect of unreasonablyinterfering with thee mp | oy e e
work performanceor 3) otherwiseadverselyaffectsthee mp | o gnwleyd s
mentopportunities.

ACS wants every employeeto have a work environmentfree of harassment.
Harassmentis specifically prohibited as unlawful as well as a violation of

ACSH olicy. ACS managementat all levels is responsiblefor preventing
harassmenin the workplace,for taking immediate corrective actionto stop

harassmenin the workplace,and for promptly investigatingany allegation
of work-related harassment.

If an employeeexperiencer witnessesharassmenin the workplace, he/she
shouldreportit immediatelyto his/herimmediatesupervisorlf thee mp | oy e e
supervisoris the personwho is harassingthe employee,the employeeshould
contactHuman ResourcesAll allegationsof harassmentwill be quickly in-
vestigated.To the extentpossible,the e mp | o yanfelénsality and that of

any witnessesand the alleged harassemwill be protectedagainstunnecessary
disclosure, When the investigationis completed,the employeewill be in-
formed of the outcomeof that investigation.



2.5 Drug Free Work Place

In orderto maintaina safeandproductivework environmentACerts Inc.is
resolved to prevent the employment of any person whose life-style
incorporategheuseof illegal substanceand/ortheabusiveuseof alcohol.In
orderto meetthis goal,andto remainin comgiancewith the Drug FreeWork-
placeAct of 1988 thefollowing policy hasbeenemployed.

EmployeesACSemployeesnaybeaskedo submitto drugand/oralcohol
screeningandomlyorwhenthereoccursabnormabehaviorpnexplaineghoor
performancepr an accidenbnthejob. Employeedailing to receivenegative
testingresultswill besubjecto disciplineupto andincludingtermination.
Any employeevhousesmanufacturesgistributes sells,possesse®rin any
way transfersa controlled substancdo anotherpersonwhile onthejob or
uponanyACS premiseswill be subjectto discipline upto andincluding
termination.*

Any employeeconvicted for violation of a federalor statecriminal drug stat-
ute, where suchviolation has occurred on ACS Corpord i o prémsses,is
required by law to inform ACertsinc. of that conviction within five daysof
its issuanceAny U.S. Governmentagencywith whom ACS holds a contractto
which that employeeis assignednustbe notified within ten daysof the initial
repat of the conviction to ACerts Inc. The employeewill be subjectto
termination or may be requiredto participate in and successfullycomplete a
drug abuse program sponsoredby an approved private or govern- mental
institution.....

As aconditionof furtheremploymenbnanyfederalgovernmentontractthe
law requiresall employeego abideby this policy.

. Thetermcontrolledsubstanceneansanydruglistedin applicablefederal
regulations.Generally theseare drugswhichhavea highpotentialfor abuse.
Suchdrugsinclude,butare notlimited to, Heroin, MarUuana,Cocaine PCP
andfi Cr a Thleyalsbincludeprescriptiondrugswhicharenotprescribed
specifically for the employee by a licensed physician.
«~ Thetermcornviction meansafinding of guilt or theimpositionof a sen-
tenceby ajudge orjury in anyfederal or state court.

2-3



2.6 Releaseof Information

With the exceptionof recordsandinformationthatACS is legally requiredto
provide to governmeh agenciesno information aboutan employeewill be
releasedinlessthereis a signed authorizatioform from him/heronfile, and
therequestfor informationis in writing. This doesnotincludeverification of
information requestedoutinely for credit purposes(suchassalary,term of
employmentgtc.).Averbalfi y eosfion with begiventotheinquiringpartyin
theseinstanceslf theinquirerhasfalseinformation,ACSwill notprovidethe
correctinformationwithoutwritten consenfromtheemployeeconcerned.

ACerts Inc. will maintainthe confidentiality of all sensitiveinforma- tion,

especially healthcareinformation regarding employeesand their depen-
dentslt is ACS Corporationgolicy to follow all HIPAA PrivacyGuidelines.
You canfmd more information on A C S $1I®AA Privacy Poli- cies and
Proceduresn the ACS Intranet Site under Human ResourcesBenefitsor

contactthe CorporateBenefitsAdministrator. ACS6 8IIPAA PrivacyNotice

is alsopostedonthe ACS IntranetSite.

2.7 CompanySensitivdnformation

Corporatgproposalspriefings, relatedteamingarrangementsindanycostor
pricing information (including employeesalariesor indirectrates,corporate
financial statementsandothercorporatedocumentsarecompanyproprietary
information andarenot to be disclosedto any sourceoutsideACS Corpora-
tionwithoutexpressvrittenconsenfromaACS Officer.
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2.8 Nondisclosureof Proprietary
Information revised 05/05/2010

All information containedin Corporatepropasals, reports,and specialized
documentationprepared under ACS cover for corporateclients is Com-
pany sensitiveinformation andthe solepropertyof ACERTS INC.company
and! orthe client supported.Thesedocumentsshouldnot be removedfrom
the premise nor duplicatedwithout permissionfrom the CorporatePresident
or CEO. Patents,processestechniques(and all associatecdocumentation)
de-velopedduringane mp | o gngleyinsntwith ACS arethe propertyof
ACerts Inc, unlessan exceptionwas granted during the develop-ment
between the employee and the company Any questionsregardingthis
policy shouldbe directedto the Presidenibr CEO of ACS. Eachemployeeis
required to sign a copy of ACS6 sNon Disclosure Agree- ment upon
employmentvith ACS. If for somereasortheemployedailedto do so,he/she
should consult his/her Manager or Human Resource Represen-tative.

Adheringtothis agreemenis aconditionof employmentvith ACerts

2-)



2.9 Hiring of Relatives

ACerts hasno prohibition againsthiring relatives (someonerelated by blood
or marriage).However, there can be circumstanceswvhere it is not in the best
interestof ACertsto do so.lt is the recommendatiorof top managemento not
hire immediatefamily membersi.e. husband/wife parentJchild Exceptionscan
be madeon acaseby casebasiswith approvalin advanceby ACerts €EOor
President.

2.10 Conflict of Interest

A conflict of interestoccurswhen an employeehasoutsideemploymentor

financial intereststha arecompetition,or could be competitionfor ACerts

Employeesare obligatedto discloseany personalactivity thatpresentsuch
a conflict to his/her supervisor and to Human Resources.Out- side
employmenthatdoesor mayconflict with ACS6 Businesspegativelyaffects
thee mp | o peef@ndanceor causesconfusionwith in the industry as to

whom the employeeis employedby is prohibited. The affected employee
may submitawritten waiverrequesthroughhis/hersupervisoito theHuman
Resourc®epartnent.A HumanResourceecisiondisallowingthewaivermay
be appealetb thePresidentvhosedecisiononappeakhall befinal.

Thoughawaiver may be grantedby HumanResourcesr the Presidentthe
employesds fully responsibleo avoidanactualorthe perceptionof 2 conflict
of interestfrom happeningat anytime during the period of outsideemploy-
ment.The companyreservegheright to rescindits waiveratanytimeiif in its
soleopinionthereis goodcause

2.11 Federal Anti -Kickback Act

TheFederalAnti-KickbackAct prohibitsthepaymentof anyfee,commission,
compensationgr gratuity (directly or indirectly) to anyemployeeof our cus-
tomersto inducethe awardof a contract. ACS employeeswill notreceiveor

give paymentsor gratuitiesof this type.

2.12 Gifts and Entertainment

ACS employeesnustnot pay for meals refreshmentsor othercourtesiegor
US Government militaryand civilian personnel.Thesepersonnelare for-
biddento acceptthesegratuitiesand would consideran attemptto provide
themasunethical. However providing non-reimbursecdentertainmento non-

overnmenpersonneli acceptable.
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3.1 Organizational Responsibilities

The following job descriptionssummarizethe responsibilitiesof manage-
mentpersonnein ACS offices.

Division Managers

Manageand supervisecorporateoperationscenters.Division Managersare
chargedwith identifying businessopportunities,marketingtheCo mp any 6
services supervisingthe preparationof technicalproposals approvingtask

order cost proposals,overseeingcontract/taskperformanceactivities, and
monitoringandcontrollingthec e n toeerhéasbudget.

Division Managersare ultimately responsiblefor seeingthat contractwork

meetsthe highestquality standardsis performedon time andwithin budget,
and contributesto the overall profitability of the centerand ACS Corpora-
tion.* In meetinghis/herresponsibilities Division Managershire personnel
to meetcenter divisiomeedsassignProgram/ProjecManagergo contracts
and/o task orders, superviseProgram/ProjecManagers,and delegatere-

sourcesyesponsibility and authority to Office Managers,ProgramManag-
ers,andProjectManagersasnecessaryo ensureefficient operations.

li is ACS policy that, wheneverpracticable an employmentcandidate
shouldbeinterviewedand a consensuseachedby a minimumof threestaff
memberdbeforean offer of employmenis extendedThePresidents or CEOs
approvalmustbe obtainedbeforean offer of employmenis made.

Office Managers

Manageand supervisean office within an operationscenter,answeringdi-
rectly to the Division Manager.Office Managersmakehiring recommenda-
tionsto the Division Managerandperformdutiesandassumeesponsibilities
asdelegatedby the Division Manager.An Office Managermay alsobe a
ProgramMVanager.

(Continuedon next page)



Program Managers

Managelarge contractsor taskordering contracts.ProgramManagerspre-
pare task orders,assignProject Managersto eachtask on a taskordeing
contract(with the approvalof the Division Manager),and overseecontract)
task performanceto ensurethat work is in conformancewith contractltask
requirementspf the highestquality, on-time, within budget,and contributes
to theoverallprofitahlity of the operationsenter.ProgramManagerssuper-
vise the preparationof technicalproposalswork with the ContractsandAc-
counting Departmenti® the preparationof costproposalsandassumeother
responsibilitiesdelegatedy the Division or Office Manager.

Project Managers

Managesmallcontractsorindividual taskntaskorderingcontractsProject
Managersassignpersonneland otherresourcego the contractltaskwith the
approvalof the ProgramManager,Office Manager,or Division Manager to

whomhe/shedirectly reports.ProjectManagerssupervisdasksor smallcon-
tract work ensuringthat work is of the highestquality, in conformancewith

contract/taskrequirements on-time, within budget, and contributesto the
profitability of the firm.



3.2 News Releases

Dueto thehighly competitivenatureof our businessit is imperativethatall
correspondencepublications, and any other communicatiorto the media
regarding ACS haveprior approval of the CEO and Presi- dentof ACS.
Media includes, but is not limited to, newspapers,television, radio,
brochuresflyers, etc. Therewill beno exceptionto this policy.

3.3.1 TelephoneUsage

Telephonesare a vital part of our businesssince much of our businessis
handledvia telecommunicationsPersonhk use of the telephoneshould be
limited andasbrief aspossible.Personalong distancecalls not billed to the
employeemay not be madewithout maintainingaccuraterecordsandreim-
bursingthe Companyfor the costof thecall. It is alsorequiredthatACSS &-
800telephonenumbersarefor employeeuseonly andarenotto be distrib-
utedto anyonenotemployedby ACS.



3.3.2 EmployeeDirectory

The ACS Telephone/EmailDirectory is available on-line through the
ACertsEmployeeweb page(Intranet). You may openit by clicking onthe
0 E mp | Dviyreeeclink@nthelatranethomepage ThissiterequiresaCam-
bernetworkaccouniogon.Eachemployedsresponsibldor makingsuretheir
contactinformationis correct.

TheDirectory containghefollowing features:
1. Companywide databasef all ACertsemployeesvith phonenumbers,
faxnumberspagemumbersemailaddressesffice locationandphysical
location.

2. Queryspecificationby first name(or partial first name)or lastname(or
partial lashame)or Office or Location,or anycombinationofthese.

3. Managemenof Email Distributionlist thatyou own.

4. Ability toupdateyourowninformation.

3-4



3.3.3 ACertsd WNVebsites

ACertshasa public homepagenthe Internetfor usein pronoting our com-
pany and our products.Employeesare encouragedo publicize this site at
every opportunity, especially to potential customers.The addressis bttrr/
www. aircraftcerts.concom.

Useof the Internet

Access tothe Internet has beenprovided to employeesfor the benefit of
ACertsand its customersEvery employeehas a responsibility to maintain
and enhancethe ¢ 0 mp a puplié snage, and to use the Internetin a
productive manner.Employeesaccessingthe Internet are representingthe
company Employeesare responsiblefor seeingthe Internetis usedin an
effective, ethical and lawful manner.Eachemployeeis responsiblefor the
contentof all text, audioor imagesthat they placeor sendover the Internet.
Fraudulentharassingr obscenanessages/imagesreprohibited.

DataandEmail Privacy
Computersandemail systemsareprovidedto usersastoolsto conductCam-

ber businessAll datastoredon thesesystemsis the propertyof ACerts
ProperlyauthorizedACertsemployeesnay monitor or inspectACertscom-

puter systemsjncluding email, atany time in conjunctionwith their service
or repairduties.



3.4 PurchaseOrders/Supply Requests

SeeACSH kitranetpageunderCompanyinformation/ACerts Inc.ISO 900
1/ Quality DocumentLibrary/Document Control SystemlPurchasing
(pending)






3.5 Petty CashAccount

Eachoffice or designatedepresentativevill maintainaPettyCashaccounto
provideameandfor purchasingemergencytemschargedo overheadDirect
project purchaseamay not be procured using Petty Cashfunds. The Petty
Cashaccountwill notbe usedfor miscellaneouseimbursementso employ-
ees.Employeeexpendituresmustbe submittedon a miscellaneousexpense
voucherto Accouns Payablegor reimbursement.

The Office Manageror designatedepresentativavill maintainacurrentbal-

ancein the Petty Caskccountatall times.Reimbursemernio the PettyCash
Account will be madeonceall receiptshave beenforwardedto Corporate
Headquarters.



3.6 Computer Usage/LogsS  revied ososizono

An employeeis personallyresponsiblgor the operationand maintenancef
Companyownedcomputerdocatedin his/heroffice. If thee mp | o gome 6 s
puterneedsmaintenancer enhancemeni&ddtional memory,software getc.),
thatemployeeshouldn o tACS Birectorof InformationTechnologyandthe
OfficeManager.

Due to insurancerestrictions,computersand related equipment,excluding
laptops,will notberemovedfrom ACS premiseswithout notildngthe Office
Manager.If damageoccurs,the employeemay be responsiblefor repair or
replacement.

All employeesvho useCompanyowned or Governmernowned propertyor

software,including Companyphonesgmail,computersetc.,areherebynoti-

fied thatall suchusageis subjectto randomor continuousmonitoring at any
time andfor anyreason.Employeesshouldbe awarethatthey arenot entitled
to anyexpectatiorof privacy whenutilizing Companyequipmenor software,
orwhile onCompanyproperty



3.7 Travel

Companyrelatedtravel arrangementsmustbe coordinatedthroughthe Office
Manageror by directly contactingACertSs In-HouseTravelAgentlocatedat
CorporatéHeadquarters.

Pleasdollow theseprocedures:

1. TravelRequesEorm: Priorto anyplannedravel(direct,overheadr other)
aTravelRequesFormmustbe completed bythe proposedraveler,He/she
mustobtainthe signatureof approvalof the ProjectManagerif directbilled
to acontract,or by the apprgriate Managerif overheador other. Thetrav-
elermustattachthis Formto the Travel ExpenseReportwhensubmittedfor
reimbursement.

2. Travel Advance Form: If necessaryandwith sufficient notice),an em-
ployeemay receivean advanceagainstanticipaed travel reimbursements
to help offsethis/herexpensesvhile ontravel. If anadvances necessary,
the employeeshouldfill out a travel advanceform. Submitthe completed
Advancerequesto Accountingin atimely mannerin orderto beprocessed
with eachThursdaycheckrun. ACertsdoesprovide the Diners Club pro-
gramfor all full time employeesn orderfor travel expensego be billed
directlytothee mp | o gregliecard. If you havenotappliedfor aDiners
Card, print out an applicationlocatedon the ACerts site andreturnit to
CorporatéHeadquarters.

Reconciliationof the advancemustoccurin atimely mannerthroughsub-
missionof anexpenseaeportto Accountingassoonaspossible upometurn
from the travel. If the overall travel expensesare lessthan the advance
issued,attachto the expenseeport, a personalcheck/moneyorderfor the

balancedue to ACerts Inc Accounting will review the expensereport
and contact the employeeif there are any discrepancies.If a trip is

cancelled the employeeshould senda checkto Accounting for the entire
amountof the unusedtravel advance or return the un-cashedACS Ad-

vancecheck,inimediately.

3. Travel ExpenseReport: Uponreturn,the employeeshouldfill outanEx-
penseReportandhaveit sigred by the appropriateManager.Careshould
be takento ensurethatthe i T o tcaldmiis filled in, andfi P @i € mo ,
i A c t wrafil Boo,tishindicated,as appropriate.Oncethe travel expense
reportis complete sendit to Accountingfor processing.

A B u ssContactandPurposeDuetoincreaseDCAA scrutiny,it is espe-
cially importantthat thesesectionsarecompleted.

(Continued on next page)
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AAirfare: In orderto ensurgeasonabl&oststo thegovernmentemployees
should use the lowest priced airfare available during normal business
hours.Documentationsubstantiatinghe lowest airfare availableshould
be submittedin the form of quotationsfrom competingairlinesor travel
serviceproviders. All other airfare costsare unallowable exceptwhen
such accommodationsequire circuitous routing, require travel during
unreasonabldiours, excessivelyprolong travel, resultin increasedcost
thatwould offsettransportatiorsavings,arenot reasonablyadequatéor
the physicalor medicalneedsof the traveler,or arenotreasonablyavail-
ableto meetmissionrequirements Writtenjustification is requiredwhen
notflying coachor whenthelowestavailableairfareis not selected.

ASplitting Costs:If costsare split betweentwo or more chargenumbes,

enterthe amountsin the ExpenseReportBreakdown(including calcula-
tion).

AnternationalTravel Reports:When submittingan expenseeportfor in-
ternationaltravel, thetravelermustprovide the foreign currencycalcula-
tionson eachreceiptandthe conversiomate usedfor theentirereport.

A Me t df PratatingMealsandincidentalExpenseRatefor PartialDays:
_ Whentravelinglessthan 12hours,no perdiemrateis used.
- Whentraveling morethan 12 hoursbut lessthan24 hours,75% of per
diem rate isused.
- Whentravelingmorethan24hours,anemployeds allowed 75% of the
perdiemrateonthedayof departureand75%of theperdiemrateonthe
day of return.

. PaymentsTravelchecksaresentto employeesveryFriday andEFT dis-
bursemerg aremadethe following Mondays.In orderto receiveatravel
reimbursementacompletetravel expensaeportmustbe submittedto Ac-
counting no later than the Friday of the previousweek. Employeesalso
havetheoption of havingtheirreimbursementsnade via ElectronicFunds
Transfer(EFT).To havereimbursemenpaidby EFT employeesnustcom-
plete and submitthe EFT Election Form, which can be found on ACS0 s
Intranet Site under Accounting. My Information of ACS6 dntranet Site
offers detailedinformation on recentreimbursementsnade by checkor
EFT.

.Businessvieals:If anemployeehasabusinessnealwhile ontravel,he/she
mustfill outthebusinessnealexpensdorm andusetheproportionalmeal
ratecolumnfrom the perdiemlisting. Perdiemratescanbe obtainedfrom
Accountingor onACS06 kitranetSiteunderAccounting.
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3.8 Time Sheets

General ~ All ACerts Inc. employees will maintain timesheets to
substantiatehe recordingof all time worked or taken off asan authorized
absenceRemrded chargesmay be madeonly to project codeswhich have
beenapprovedfor useby theemployee Thesecodeswill be establishedy

thee mp | o gupeevbmor.If an employeeworks onanfi 0-§ T tprejéct
thathasan fi o-§ T tmeardager,that manageris responsiblefor providing

the authorized charge code(s) to the employee and the e mp | oy e e
supervisor.

Employeeswill maintain a weekly record of all time chargedby chargecode.
ACS6 svork week runs from Sundaythrough Saturday. Timesheetsust be
maintained daily, and must include:

chargecodes,
A laborcategory(obtainablefrom the ProjectManager),and,
A hoursworked.

At the end of each work week, all timesheetamustbe verified and signed
(certified) by the employee,approvedby thee mp | o wupewidos, and sub-
mitted to Accounting for costdistribution and payroll processing.Timesheets
aredueno later than 9:00am on Monday following the timesheetendingdate.
If the Monday is a holiday, the timesheetsshouldbe submitted no later than
9:00amon Tuesdayfollowing the holiday. It isthee mp | o yespersibility
to ensurethe timesheetis signed by the appropriateparties, addedcorrectly,
and submittedto the Office Manageror Accounting Department.Supervisors
who will be absentor areunableto approvee mp | o jineghsefsarerespon-
sible for authorizing a designatedrepresentativeto approvein their absence.

NOTE: If anemployedimesheeis not preparedapprovedand submittedto
Accounting by the specified deadline the paycheckfor tha period may be
delayed.

Changesequiredafterthe timesheethasbeenapprovedandprocessedn the

accountingrecordsmustbe submittedassoonaspossibleafter discoveryof

theerror.Whethertheoriginal timesheetvaspreparednanuallyor electroni-
cally, therevision/correction mustesubmittedmanually.A papercopyof the
original timesheewill beobtainedandchangesnadethereonTheentireline

containingincorrectinformation shouldbe lined through and the corrected
entry madeon the nextavailableline. Thetimesheetshouldbe clearly anno-
tatedi Co r r eattheitop of the page.A completeand detailedexplana-
tion mustbe provided on thereversesideof thetimesheetandthis explana-
tion shouldbe signedby both the employeeandhis/her supervisorThecor-

rectedtimesheemustthenbe submittedto Accountingfor processing.

(Continuedon next page)
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Manual (paper) Timesheets Forthoseemployeesiotestablishedn theElec-
tronic Timesheet system, Human Resourceswill prepae personalized
timesheetdor eachemployeeand will distributethemprior to theMonday of
thetimesheeperiod.Eachtimesheetvill havetheemployeename,employee
number,employeesoffice location, and the week endingdatepreprintedon
theform. Entiies by the employeanustbein blue or black ink. Pencil,other
colorsofink, i h i g h | imgdictmarkersgr & wh i t aeenotiatcéptable
in preparingamanualtimesheetHoursreflectedmustbetotaledhorizontally
andvertically to validatethenumber of hoursfor thatperiod.Errorsshouldbe
correctedby asingle strike-through, sothatthe original entry is still legible.
Each correction must be initialed. Normally, thesed ¢ r @ s tsdyrections
shouldbe madein the samebox/field andonthesameine astheoriginal data.
Thesecorrectionsnustbelegible. If it is not possibleto makeacorrectionin
the samefield, the entire line shouldbe struck and the line reenteredwith
correctdataon the next availableline.

After completingthe entriesfor the week, the employeewill certify the accu-
racy of the time chargesby signing the timesheetat the bottom and submit-
ting to his/her supervisorfor review, approvaland signature.Supervisorswill
submit the completedtimesheetsto Accounting.

If an employeeis absentand unableto completehis/hertimesheet,the imme-
diate supervisormay completeand sign it; however, the supervisormust note
the reasonfor this action by commenton the back of the timesheetUpon
return, the employeemust verify the information and sign the timesheet.

ElectronicTimesheet (ET) This capabilitypermitsemployeedo prepareand
procesdimesheetghrougha secureinternetsite with an automaticinterface
to the accountingsystem.This systemis availablefor all but the newestof
employeesOncethe required employee paperworks enteredin the ACS
financial systemthe ET systemadministratomwill establishthe employeeby
interfacing basic personnebata, assigninga user ID and establishingthe
e mp | o supeevi8asEachemployeedimesheefile is restrictedby auser
specifiedpasswordand only the employeecan enterand edit datain his/her
timesheet.

Supervisorgstablisithepermissiblechargecodesfor eache mp | o yseire 6 s
completingthe timesheé After the employeehas enteredand verified the
accuracyof thetime chargeshe/sheelectronicallyfi s i doy ussing his/her
passwordThetimesheethenbecomesavailablefor thee mp | o supeevid s
sorto review andelectronicallyfi a p p rtleeghargs. Onceapprovedit is
availableto be uploadedto the financial systemfor costdistribution payroll
preparationandbilling (invoice generation).

(Continuedon next page)
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Changesnadeby theemployeeto the ET timesheepriortoi s i g nwilt u r e
trigger acommentscreenwhich mustbe completedto explainthe reasonfor

the change(s)This commentsbecomea permanentpart of that timesheet.
Changesvhich mustbe madeto atimesheetfterit hasbeensubmittedto the
financial system canndbe handledelectronicallyby the employeeThe pro-
cedurefor correctionsoutlined in the 6 G e n paragraphabove must be
followed.

If an employeeis absentand cannotcomplete his/her ET timesheetthis can
be accomplishedy the supervisor but not electonically, It must be com-
pleted manually asoutlined in the 6 Ma nTiame s paragraph.

3.9Work Schedules/OvertimePolicies

Establishecemployeework hoursarefrom 8:00A.M. until 5:00P.M., Mon-

daythroughFriday. ACertSrecognizeghat,dueto the natureof its business,
employeesoften require flexibility in thesehoursto caterto customerre-

quirements.Thee mp | o dgmentin respondingto customerrequire-
mentswhile maintaininga40-hour work week (minimum) is respected.

Employeesshauld inform the office receptionistof where and what number
they can be reachedwhen out of the office during regular businesshours.

Nonexempt(hourly) employeesarepaid fi s t r & i gférdll hours worked
until reaching 40 hours per week.For eachhou worked over 40 in a week,
nonexemptemployeegeceivestraighttime, plus onehalf of their hourly wage.

All overtime hours worked must be pre-approvedby his/her manager.
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3.10.1 PerformanceReviews

ACerts recognizesthat work satigaction is improved and effec- tiveness
increased when individual effort is acknowledged and rewarded.
ThereforePerformanc®eviewsareperformecataminimumonthee mp | oy e e
anniversaryhire date,or at anotherdesignatedime for all employeesy the
Division Manageror the Office Manager At leastone PerformanceReview
mustbe performedeachyear,however,anemployee mayequestreview at
anytime and/oraManagermayreview anemployeeatanytime.

Thereview procesds intendedto he anopendialoguebetweenthe employee
andhis/herManager focusingonthee mp | o pedoentasceandskills, de-
velopmentalopportunitiesand needs,and performanceexpectationdor the
nextreview period.

3.10.2 EmployeeResumes revised 05/05/2010

Upon hire at ACerts and at PerformanceReview time, all employeesare
required to updatetheir resume.Employeeresumesare updatedon-line under
personalinformation on the intranet. Failureto update your resume may
resultin a delay in the final processingof your PerformanceReview/Salary
Adjustment.

3-16



3.11 Termination of Employment

ACS employeesare terminableat will, which meansthat they may resign
from ACS with or without causeor notice, and ACS may terminatetheir
employmentwith or without causeor notice. No ACS employeehas an
employmentcontractwith ACS, unlessthe contractis in writing, desig-
natedasanemploymentontractandsignedanddatedby anOfficer of Cam-
berandtheemployee.

This EmployeeHandbookand other policies that are communicatedo em-
ployeesdo not constitutean employmentcontractor evidenceof an employ-
mentcontractaandmay bechangedy ACS asit deemsnecessary.

Intent to terminateemploymentfrom ACertsinc. should be submit-ted in
writing to thee mp | o Wanagérsind/or Human Resourcesat least two
weeks prior to planned departure.Unless the departing employeehas a
prior written agreemenwith the companyo the contrary, a written excep-
tion asdefinedin the i A g r e earReotet CompanySensitive Informa-
t i oall ®f, ACS6 slocumentation,proposals,etc., producedduring em-
ploymentwith ACS will remainthe solepropertyof ACerts Inc, including
this document. Copies are strictly forbidden and will be considereda
violation of ACS6 &thics policies andviolations will be prosecutedo the
fullest extentallowedby thelaw.

3.12 Termination Pay

An employeewho is terminatedinvoluntarily without causewill receive either
aminimum of two weeksnotice or two weeks of pay at his/herregular rate.
All documents,equipment, etc., belongingto ACS must be returned; andall
outstandingdebts to ACS repaid in full before a final paycheck may be
releasedto the terminating employee.
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3.13 Out Processing revised 0510512010

FINALPAYCHECKS:

Final paycheckswill beissuedon the nextregularpay datefollowing termi-
nation and will include any unusedaccruedvacation. If you generallyre-
ceivedirectdeposit,your final checkwill alsobe directdepositedThefinal
check/directdepositadvicewill be mailedto theaddressonrecord.

401k:

Online Accessto your ACS 401k accountat Fidelity will remain availableto
you until you close your accountwith Fidelity. You may chooseto leave
your fundsin the ACS plan, if the balanceis higher than $5K, until retire-
mentage.If your balanceis lessthan $5K, Fidelity will notify you in advance
of distributing your funds, and allow you to make a decision asto how your
fundsaredistributed. After termination,you may chooseto cashout, or rollover
your vestedbalanceto anotherqualified plan or IRA. If you chooseto distrib-
ute your funds, you will access your account online through
ONet benef iand requestd distribution on your account. Note:
Termination datesaretypically updatedto the Fidelity sitethe 3rd week of the
month, after the month of your termination. Until your statusis changedto
terminated,you will be unableto requesta distribution of your account.

BENEFITS:
BCBS of Alabamaterminatesat midnight on dateof termination
BCBS of Hawaii terminatesat midnight on lastday of the month of termination
ScottandWhite terminatesat midnight on lastday of the month of termination
GuardianDental terminatesat midnight onlastday of the month of termination
VSPVision terminatesat midnight onlastday of the monthof termination

COBRA:

If youwereparticipatingin thehealth,dentaland/orvision coveragehenyou
will receivea COBRA letteratyour homeaddresswith applicationandpre-
miuminformationfromourthird partyadministratof TPA), Infinisource which
handlesthe COBRA for ACertsinc. If you would like to purchaseCOBRA
you will need to complete the application and return payment to
Infinisourceon or before60daysfrom lossof coveragedate.

LWEANDAD&D PORTABILITY:

If you were participatingin the Voluntary Term Life Insuranceand/orAD&D

Insurancewhile employed with ACertsyou are eligible at termi- nation to
continue coveragethrougha personalpolicy. Once you terminatewith ACS
the benefitsdepartmentwill complete the employer portion of the portability
applicationand mail to your home addressfollowing the dateof termination.
Once you receive the application you will need to completethe applicant
portion and mail to the following address:

RelianceStandard LifdnsuranceCompany
Attention: GroupAdministrator

2001 Market Street,Suite 1500
Philadelphia, PA 191037090
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ritical factor in any professionalcompensatiorplan is the value of the
Ac-benefitsavailableto employees Benefits provide vital servicesto both
employeesandtheir families,andhelp employeesttaineconomicsecurityin
their personalives andprofessionaktareers.

ACert® sorporatepolicy is to provide employeebenefitsat leastequivalent
tothestandardor thetecimical servicesndustryin ourarealn additionto the
federallyrequiredinsuranceoveragesuchasw o r k empessationACerts
offersnumerousenefitsthataredetailedin thefollowing subparagraphg.he
EmploymenCategorietistedbelowdetaileligibility foremployedenefits.

ACS maintainsanintranetpage which consistof themostcurrentbenefits
available.

4.1 Employment Categories

Full-Time Personnel

Full-timepersonnearethosewhoareempbyedregularlyona40hour
perweekbasis. A full-time employeds eligible to participatein all

companybenefits, includingacation,sicktime, andholiday pay. In

somelimited casesfull time personnetmay havearegularworking
weekof betweerB0and 40hours. Thesepersonnelvill receivevaca-
tion, sicktime, andholiday payin proportionto their scheduledhiours
ofwork.

Contract Labor on Call Personnel
ContractLaboron-callpersonnebreemployednaregularbasisbut

normally do not work afull 40 hour week. ContractLabor on Call
employeesrenoteligiblefor companybenefits.



4.2 Holidays

ACerts observesl 0 holidays eachfiscal year (unlesscontractualrequire-
ments specify otherwise).The holiday scheduleis normally determinel by
eachDivisionlOffice Managerprior to the startof the fiscal year and, there-

fore,maychangdrom yearto-year. However the CorporateOffice observes:

July4th,LaborDay, ColumbusDay,VeterandDay, ThanksgivingDay, Christ-
masDay,N e w Y e Ray, MastinLutherK i n Birthday,P r e s i Dhgand
Memorial Day. An employeeon Family Medical Leave,ShortTermDisabil-
ity, Personaleaveof Absenceor Military Leavewill notbepaidfor holidays
thatoccurduring theleave. A terminatingemploye will not be paid for any
holiday thatoccursafter thelastworking dayof employment.

4.3 SickLeave

Sick leaveis accruedatfour daysper year. The employeemustcontacthis!
herManagerimmediatelyby telephondf he/shds unableto reportto work.
Sickleavemaybeclaimedfor:

A Sickness

A Healthcarevisits to doctors dentists,optometrists gtc.

A Caringfor asick dependentind/ortaking this dependento a physi-
cian.

At thediscretionof ACerts anemployeeout on sick leavemay be required
to presentad o ¢ t exaus®fer the time the employeeis out on sick leave.
Sickleavemay not be substitutedfor vacationleave,nor is theprivilege to be
abusedin any other way. When conditionswarrant (e.g., seriousaccident)
illness), ACert® #residat or CEO may advanceor grant additional sick
leaveto an employee.The advancedeaveis determinedon a caseby-case
basis. Sickleavehasno cashvalue.
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4.4 Vacation

It is ACert® golicy to grant vacationswith pay to qualifying employes.
The purposeof this policy is to provide employeeswith periodsof restand
recreationandto recognizethe serviceghey haveperformedon behalfof the
Company.Full-time employeesare expectedto take at leasttwo weeksof
vacationleaveeachyear;this neednotbe takenall atonetime. Whenusing
leave:

A Only regularwork daysarecountedasdaysof leave.
A Authorized paid holidays occurring during periods of vacation leave
arecountedasholidays,not againsieaveused.
A An employeeis expectedto return from vacation asscheduledTele-
phonearrangementshouldbe madeif return is unavoidably delayed.
A Whenane mp | o Jeaveedtendsbeyond the end of a time cardre-
porting period, the employeemust give his/her managera completed
time card before he/sheleaves.

Employeevacationtime is accruedusingthefollowing schedule:

Initial emnlovmentntil 3rdanniversary
2 weeksper year/3.077hoursper pay period

3rd anniversaryuntil 10thanniversary
3 weeksper year/4.615hoursper pay period

After 10thanniversary
4 weeksper year/6.153hoursper pay period

Accrued vacationtime may be carried overfrom oneyearto thenext. Thetotal
vacation time carry-over, however, may not exceedtwice the amountof vaca-
tion time accruedin the precedingyear (e.g.,an employeeof up to threeyears
may not carry over more than 160hours).Accruedvacationin excessof thatis
forfeited on a pay-period by pay-period basisandis not recoverable.

(Continuedon next page)
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Underspecialcircumstanceswith prior approvalfromthee mp | o Pig-e 6 s
sionManagertheemployeemaybe paidfor accruedvacationtime thatwould
otherwisebe forfeited. Under thesecircumstancesthe employeewould re-
ceivecompensatiotor the unusedvacationtime, in additionto his/herregu-
larpay.

Uponterminationanemployeewill bepaidfor unusedvacationtime accrued
to date.

Vacationaccrualfor full-time employeesvho worklessthana40-hour work
weekmay bebasedontheaboveschedulendproratedusing aratio of sched-
uled work hoursversusthe standard0hoursin apay period.

A vacation year is defined asthe 12-month period commencingwith the
e mp | o fire empleymentanniversarydate,andeachsubsequentmploy-
mentanniversarydate.



4.4.1 Inclement Weather Policy

ACertsdoesotpayemployeedor time notworkeddueto inclementweather.
In orderto receivepay whenanemployeecannotmakeit to their work desti-
nation dueto inclementweather,one of the threeoptionslisted heremay be
utilized: (1) with the permissionof thee mp | o yna&nagérand customer,
work from homeandchargethe allottedhoursappropriatelyto the contract;

(2) work additionalhoursduring the pay period to accountfor the hoursnot
worked; (3) usevacationleave.If the employeedoesnot utilize one of the
abovelisted options, Leave Without Pay should be taken for the time not

worked. Employeesshouldnotify their manageiif they areunableto report
to their work staton dueto inclementweather.
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4.5 Family and Medical Leave rvisedosiosrzoi0

The following is a summaryof ACert$ samily and Medical Leavepolicy
basedonthe FederaFamily and/orMedical LeaveAct of 1993 Whereappli-
cable,thee mp | o Faendydiedical Leave entitlementruns concurrently
with any leave taken asaresult of any onthejob injury andbr any leave
coveredby ShortTermDisability. Further,if leavequalifiesfor FIVILA leave
andfamily leave underanyapplicablestatelaw, theleaveusedcountsagainst
thee mp | o gndtlenfestunderbothlaws. To obtainacompletecopyof the
policy and/ordiscussstatelaw variations contactHumanResource@ Hunts-
ville.

ACert® policy providestha an employeewho hasworked for at least12
monthswith ACerts and at least 1000hourswithin the last 12 months,are

eligible for unpaid leave under qualifying conditions.Eligible employees
may takefamily andmedicalleave:

A For thecareoftheemploye &ckild (birth, or placementwith theemployee
for adoptionorfoster care)

A For thecareofthee mp | o speuse@an or daughter,or parent, who has
a serioushealth condition

A For a serioushealth condition that rendersthe employeeunabletoper-

form his/herjob duties

A Forafiqual &y igeasising out ofyourpar e 8 hd fintlods
ingadultchi | ckr@ oo u sall bdi c o v actived u t ig the Armed
Forces in support of a contingencyoperation.

A For the care of your parent, child (including adult children), spouseor
next of kin who is a coveredservicemembeand suffersa serious injury or
illnessin the line of duty while on active duty in the Armed Forces (this is
available only oneper coveredservicememberper injury.)

Employeeswho arenot eligible for family andmedical leavedueto the 12

monthemploymentandthe 1000hoursworkedrequirementsnay beeligible

for themaximumof 30day Personaleaveof Absence.Approval of Personal
Leaveo! Absencds by theemploy e eMartager. ACertshasno obligationto

continueemploymentof anemployeewho does' ' qualify for FMLA, and
hasexhaustedheir 30dayPersonal eaveof Absence.

Family Medical Leave or PersonallLeave of Absencebeginson the first day
the employeeis absentfrom work dueto the reasondisted above.

If an employeeis eligible for family and medical leave,he/sheis entitled to 12
weeksleavein a 12month period, unlessthe leaveis for the careof an injured
servicemembeiin which casetheleaveentittementis26 weeks.Thee mp | oy e e «

(Continuedon next page)
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leaveentitlemeniper 12months willbemeasuredrom the datetheemployees
first FMLA leaveof absencebegins. For example,if an employeebegins
FMLA leaveon July 1,2010,he or shewill be entitledto 12weeksof total

FMLA leave(or 26 weeksof injured servicememberleave)through June
30,2011;anewentitlementwill commenceluly 1,2011.If leaveisrequested
for thebirth of thee mp | o ghéde®rdhe placementwith the employes of a

child for adoptionor foster care, leave must be taken within 12 months
afterthebirth or placemenbf the child.

If theemployeeandhis/herspousareemployedby ACertSthey areentitled
to combinedleave of up to 12 weeksin a 12 month period for the birth,
adoptionor placemenbf a child for fostercareor to careof asickparent.

Leavefor serioushealthconditionsmay be takenintermittently or on a re-
ducedleave schedulewhen medically necessarylf the employeerequests
intermittentleaveor leaveon areducedschedule ACertsmay require that
the employeetransferto a temporaryalternativeposition for which the em-
ployeeis qualified to betteraccommodat¢he intermittentor reducedhours.

While on family andmedicalleave,theenployeeis requiredto reportto his/
herimmediatesupervisoreverytwo weekson his/herstatusand intentionto
returnto work. Recertificationof medicalneedfor leavemay berequired.

FMLA leaveis unpaidleaveunlessan employeeelectsto useaccruedvaca-
tion duringfamily leaveandaccruedsick duringmedicalleave. Groupinsur-
ancecoveragenill be continuedunderthe cafeteriaplan while theemployee
is on leaveeventhoughthec o mp a cafgtériacontributionwill stopuntil
the employeés able to return to work. Theemployee isequiredto continue
any contributionshe/shemakestowards benefits, other than the Medical,
Dental,andVision Insurance, whilen family andmedicalleave.

In orderto preparefor thee mp | o wbsemdasiring family and medical
leave,ACertsrequires30 dayswritten noticeof thee mp | o intentioh ®
takeleavesignedby the Division Manager, priotto thedateleaveis to begin.
Thesignednoticemustthenbeforwardedto HumanResource Huntsville.
If, dueto emergencyor unforeseercircumstancesthe employeeis unableto
provide 30 daysnotice before taking leave, notice as soonas possibleand
practicalis acceptablelf theemployeds requestingeavefor plannedmedi-
cal treatment,either for the employee or a family member,after consulting
with thetreatingphysician,the employeds askedto makeareasonableffort
to schedulghetreatmentsoasnot to unduly disruptACert sperations.

ACertsmay requestmedical certification of a medical condition at any time
beforegrantingmedicalleaveor during medicalleave. Continuingmedical

(Continued on next page)
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leave may be contingentupon obtaining medical certification, and ACerts

may requesia secondmedicalopinion. Uponreturnfrom FMLA, employees
arerequiredto provideafit for work statemenfrom their attendingphysician.
Employeeswill not be allowed to return to work until this information is

received.

In mostcasesemployeesrenotpermittedto work while onFMLA leavewith
ACertsor with anothercompany.Working while onFMLA leaveis grounds
for terminationwherepermittedby law.

Any geneticinformation thatis acquiredasthe part of certification for FMLA
leavewill be treatedin full accordancewith the Geneticlnformaion Nondis-
crimination Act of 2009and will not be usedagainstthe employeein any
manner,and will not be disclosedexceptin accordancewith law.

Uponreturnfrom family andmedicalleave theemployeewill bereturnedto
the positiontheemployeehdd whenleavebeganor will be givenanequiva-
lentpositionwith like employmentbenefits,pay, andothertermsandcondi-
tions of employment.Failureto returnto work atthe expirationof the maxi-
mum 12 weeksallowed underFMLA will forfeit theemplb y e Bgltso be
returnedto his/her prior position or any equivalentposition orany other

positionatall with ACerts Inc.

If an employeeis considereda ¢ k & ynp | o theeeenplgyeemay not be

entitled to return to his/her positionfollowing family and medical leave.
ShouldACertsdeterminghatsubstantiahndgrievouseconomidgnjury would

resultfrom reinstatemenatthe scheduledendof leave;the employeewill be

notified of that factin writing, and given an opportunityto terminateleave
andreturnto work.



4.5.1Americans with Disabilities Act
Compliance revised 0510512010

ACertsdoesnot discriminateagainstindividuals on the basisof anactualor
perceiveddisability, and providesreasonableaccommodationsgo qualified
applicantsand employeeswith disabilities who requestaccommodations,
unlessdoing sowould resultin anunduehardshiponthe business.

An applicantor employeewho desireseasonabl@icccommodation$or adis-
ability shouldaffirmatively request suchaccommodationgrom the Human
Resource®epartment.HumanResourcesvill work with applicantsandem-
ployeesto determinewhetherreasonableccommodationarenecessary, and
to determinethe type of accommodatiorwarranted Accommodationsnay
include (but arenot limited to) suchthingsasassistancén filling outforms,
interpretersmodification of workplacepolicies, andprovision of accessible
equipmentHowever accommodationareonlyreasonabléandonlyrequired)
if the accommodationwill enabledisabledapplicantsto be on a level a
playing field with otherapplicantsor enabledisabledemployeedo perform
the essentiafunctionsof theirjobs in the samemannerasotheremployees.
Theessentiafunctionsof ajob arethe core activitesfor the performancef
thejob, andwhich cannotbe modified. Request$or accommodationshould
be submittedin writing to HumanResourcesandshouldincludeanexplana-
tion of how the disability affectsjob dutiesandthe accommodationsought.
ACerts reservesheright to requestdocumentatiorwherepermittedby law.
Further,when Human Resourceseceivesa requestfor accommodationsit
may contactthee mp | o gepastrdenheadand/orsupervisorasnecessary
to determinethe practicality of the proposedaccommodatiorandwhetherit
would createanunduehardship. HumanResourcewvill notify theemployee
of the decisionon therequest.In consideringtherequestHumanResources
will endeavotto collaboratewith the employeein orderto determinethe best
possibleaccommodationif oneis deemedhecessary ACertsdoesnot have
to provide the exactaccommodationthe employeeor job applicantwants,
andif morethanoneaccommodatiorworks, ACertsmay choosewhich one
to provide.

HumanResourcewill keepconfidentialfiles documentingaccommodation
requestandtheir dispositionthatareseparatérom otherpersonnetecords.



4.6 Bereavement_eave

If an employeeexperiencesa deathin his/herimmediatefamily (spousechil-
dren, parents, stepparentsgrandparents brothers, sisters, parentsin-law), he!
shemay take up to three days of paid leave. This leaveis not taxed against
standardannualleave. Exceptionsto the i i mme d ia anti ddaysémay also
be granted underspecial circumstaiees (for instance,the death of an Aunt,
Uncle, FosterParent,etc.,who raisedthe employeein lieu of naturalparents).

4.7 Jury Duty

Companypolicy is to encourageemployeesto serveon jury panels.If an
employeeis called to Jury Duty, his/her salary (basedon a 40-hour work
week)will continuewhile he/shes performingthis civic duty for amaximum
of 40hours.* Thee mp | o managémsustbeinformedassoonasthe Duty
period is finalized so appropriatearrangementsan be madefor his/herab-
sence.A copy of the summonsnustaccompanythetime sheetsubmittedfor
thepayperiodduringwhich JuryDuty wasserved. If anemployedsreleased
from Jury Duty onanygivendayduringhis/herservice he/shds obligatedto
returnto work.

.. Statelaws vary. ContactHuman Resourcesf you arerequiredto serveover40 hoursin the
eventthatyou may beeligible for additionalpaidjury duty leave.
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4.8 Military Leave

ACertssupportsemployeeinvolvementin serviceto the Armed Forcesand
thereforemaygrantamilitary leaveof absenceAny employeevhoisonactive
orreservestatusn theU.S.Armed ForcesReserve®r National Guardreturn-
ing from anactiveduty assignmentand/orHonorableDischargewill berein-
statedn their sameor similaremploymenposition.

Any employeewho is on active or reservestatus andis requiredto attend
training or otheractive duty will be compensatedor up to ten (10) daysof their

normal ACertswork scheduleCompensatiorprovided by the Armed Services

for that same period of time will be reimbursedto ACertsthrough payroll
deduction.For example:

Grosgpay(Military VoucherDFASForm 702)divided by total numberactive
duty days-daily rate multiplied by number ofnormal scheduledACS work
days(not to exceedten days)=amount to be reimbursed to ACS through
payroll deduction.

Thispaymentwill only bepaidonceeveryfiscalyear.

Employeeswho arecalledto long-term active duty will continueto receive
Health Benefits with no changefor first 30 days.ACS will pay COBRA
paymentdor thefollowing 90daysof service.

Any otherbenefitsnormallyreceivedoy theemployeewill remainin forceand
effectduringaMilitary Leaveof Absenceo includevacationandsickaccrual
andvestingschedules.

Specificrules governing employeescalled to Active Duty are detailed in the
fiuni f ServitesEmploymentandReemploymenRightsActof 1 99 4 ¢ .
Procesdor Military Leave of Absence:

1. Employeereceivesnoticeof military encampment

2 EmployeenotifiestheirSupervisor

3. Employeeenteramilitary leaveontime sheetattime of leave

4. Employedurnsin time sheet$o Supervisoattime of leave

5. Supervisowerifiesleaveandforwardsmilitary voucherto Accounting

6. Accountingcalculates amountto bedeductedrom payroll checkona
pre tax basis



4.9 PersonalLeaveof Absence

ACertsvaluesits employeesand recognizesthat situationsmay require an
extendedperiod of leave. ACertsmaygrantleaveof absencatthediscretion
ofthee mp | o @peratidreManager.This leaveis without payandmaybe
grantedup to a maximum of 30 days.During the 30 day leave of absence,
ACertswill continueto providecompanypaid benefits.

A written requestfor a leaveof absenceproviding full explanationof the
circumstancesmust be presentedo thee mp | o imened@atemanagerat
leasttwo weeksprior to theleaveof absence Failureto reportto work onthe
first dayaftertheexpirationof the leaveof absencewithout approval, willbe
considereda voluntary termination of employment.An employeemay not
accepbtheremploymenduringanapproved_eaveof Absence.



4.10 Cafeteria Plan (Section125Plan)

To provide the maximum flexibility to a very diversework lhrce, ACertshas
implementedan IRS approvedCafeteriaPlan. Under the CafeteriaPlan, many
expenses(i.e., DependentCare, Health Care. InsurancePremiums)are paid
before Federalincome or Social Security taxes are withheld. ACerts may
provide fundsto employeesto usefor IRS approvedtax free benefits. Contri-
butions and deductionsbegin on the first payroll following thee mp | oy e e
eligibility date! For speeitieinformation, the employeeshould refer to (he
booklet, FACerts Inc, Section 125 P | aemdosedin the packagesupplied
eachnew employeeand/ordiscussthe optionswith the BenefitsAdministrator.
To claim expensesndreceivereimbursementrom the Plan, it is necessaryto
completea i C| ddr Re i mb ur doenmwith tald appli- cable receipts,
and submit the completal form (with receiptsattached)to the CafeteriaPlan
Administrator (Conrnct information for the Cafeteria Plan Ad- ministratoris
locatedon the CafeteriaReimbursemenforms). Reimburse-ment (in the
form of a ACS check)follows in approximately 6 weels.



4.16 Accidental Death and
Dismemberment

EmployeesnaypurchaséccidentalDeathandDismembermentoveragdor
themselvesspouseandchildren. Coveragemaybe electedfor employeeand
spouseén $10,000ncrementsiptothelessenf5xsalaryor $500,000 Children
maybecoveredipto $10,000.

Forspecificdetailsof theAccidentalDeathandDismembermenplan, referto
your group coveragesummarieslocated under ACS6 ®n line enrollment
system at www.aircraftcertsbswift.com Your log in information is -
username:6 digit employeenumber, password:last 4 digits of employee
social security number.Once logged into bswift, click on the library tab,
click contact,andthenscrollto the summaryyouwould like to review, click
on view to read or print the summary.Or contactthe CorporateBenefits
Administratorfor further

information.
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4.17Wo r k eComsgensation

Wo r k €aompdhsationis insuranceoveragemployersarerequiredto pro-
vide for claims ofinjury orillnesscausedy conditionsor accidentsvhile an
employeeis performing his/herregularwork dutiesin the work place.Ben-
efits are medical care costsand a substantialportion of wages.ACS pro-
videsWo r k €osmpensationo ACS employeesvorking bothin the United
Statesaswell asemployeedocatedin Internationallocations.

All injuriesincurredon thejob mustbe reportedto thee mp | o Managérs
IMMEDIATELY. ACS will assisttheinjured employeein filing aWo r k er 6
Compensatiorclaim. The Companywill meetits obligation to inform the
insurancecompanyof its positionontheclaim atthetime of filing. If a claim

is considerednvalid by the stateagency,ACS retanstheright to chargethe

e mp | o wiekdeaw for the absenceor otherwise seekreimbursement
from theemployee.

An employeenjured onthejob will be paidthroughthe end ofthework day
onwhich theinjury took place.An injured employeewho is hogitalized on
the day of the injury receivesno further wages,but may receive benefits
throughWo r k Eamgehsation.

ACertsandtsinsurancearriershallnotberesponsibléorpaymendfWo r k e r 6
Compensatiotbenefitsin any off-duty recreationalsodal or athleticactivity
whichis notpartofthee mp | o woekeedasedduties.ACertsanditsinsur-
ancecarriershallbe responsiblefor the paymentof Wo r k €omipensation
benefitswhen the injury is the result of any recreational,social or athletic
activity requiredby the Company.Therearecurrently no suchactivitiesre-
quiringane mp | o padigpaton.

More informationon Wo r k e€onipensatiorcoveragethat ACerts hasin

placecanbeobtainedby contactingthe Director of Administrationat Corpo-
rateHeadquarters.
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EmployeeContributions

As a Plan participant,you may electto deferfrom 1% to 60% up to the IRS
limit for that calendaryear of your biweekly pay. This percentagecan be
changedor discontinuedat any time. Any changein deferral percentagenust
be doneby the participant and will becomeeffective assoonasit is adminis-
tratively feasible. To make a change use the Fidelity website via your
netbenetits account, www.netbenefits.com.

Salary deferralamounts are subject to IRS 415 limitations. The maximum
amountan employeemay defer or have deferredon their behalf into all de-
fined contribution plansis seteachyear by the IRS, In addition to the normal
IRS limit that can be deferredby payroll deductioneach calendaryear, em-
ployeesover the age of 50 are allowedto deductadditionalamountsas a
ficatupcdont ri Wimisifor radnualdeferralas well a s fiucpadt c h
deferralsare seteachcalendaryea by the IRS. Participationin the catchup is
not automatic;in order to take advantageof the 50 and over additional defer-
ral, qualified employeesmust completean i A d d e nta &nroliment and
ChangeF o r = sendit to the Plan Administrator. The Addendum form is
locatedon the ACertsIntranet under Benefits/401K andin the library of our
ontline enroliment system bswift. The Plan Administrator will provide the
currentmaximum deferral limit on the 401K.

Contactthe Plan Administrator with any questons you may have regarding
these limits.
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4.19 Compensation

Employeecompensatiorandbenefitsarevery importanttoac o mp aabilf 6 s
ity to obtain,provide andretainthe servicesof professionallyqualified indi-
viduals. It is ACert® golicy to administerfair and equitablecompensation

to all employeesTherefore salariesandbenefitsarehighly competitivewithin

the generabusinesscommunity,andarecompatiblewith professionalexpe-
rience,skill level, andjob assignnent.

SinceACertsis aperformancebasedcompany gmployeedenefit fromlong-
term companysuccessesEmployeesare encouragedo be innovative, and
exemplaryperformanceas rewardedAs aresult,the Companyenvironments
motivational,productiveandsuccessful Our staff workstogetherasateamto
provide customersatisfaction.This satisfaction,we believe,is our plan for
longtermsuccess.

4.20Pay/Direct Deposit

ACerts employeesare paid by direct depositto their designatedoank ac-

counton abiweekly basis.Theamountdepositedeflectsthetotal numberof

hoursworkedfrom atwo weekperiod (SundaythroughSaturday)Employees
receivepayroll stubsreflecting the numberof hoursworked during the pay

period, sick andvacationleavetaken,andany payroll deductions.

ACertscontributesa percentageof alle mp | o gatagesdup to the maxi-

mumamountfor PICA, StateUnemploymenilraxandFederalUnemployment
Taxasrequiredby law.
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SpecialtyTraining

Specialty Training for an employeemust be approvedin advanceby that
e mp | o PidasedManager.In orderfor anemployeeo bereimbursedor
specialtytrainingtheemployeewill berequiredto:

CompleteACert® FrainingAgreementonn(thisformis lo- catedon
ACSb kitranetPage.

Completea Tuition RepaymenfAgreementand PromissoryNote (locatedon
ACSO6 $ntranetsite under Human Resources/miscellaneou®rms).

An employeewho voluntarily terminatesemploymentwith ACS beforethe
term of theTrainingAgreements completemustrefund to ACertsthecostof
SpecialtyTrainingreceived.

Professional Organization Memberships

Upon approvalfrom the Division Manager, ACertswill paythenormalfeesand
expensesassociatedwith participationin technical societiesand organizations
provided the membershiprelatesdirectly tothee mp | o positoid vgithin the
company.

MagazinesandPeriodicals

ACertswill pay subscriptionand delivery costsof selectedmagazinesand
periodicalswhensuchdocumentselatetothee mp | & guerenpositionor
havethepotentialof improving ACS6 sompetitivestature.Requestsnustbe
submittedand approvedby the Office Managerto ensureminimal duplica-
tion.
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5.1 Security

ACertshasestablishedh systematigprogramof protectionfor classifiedin-
formation. This programis describedin full in the SecurityHandbook.All
employeesareresponsiblefor properly safeguardinglassifiedinformation.

Protectionof classifiedinformation is of the utmostimportanceto ACerts
Failure to comply with all security practicesand procedurescan resultin
disciplinary action up to and including termination.All security violations
mustbereportedto theFacility SecurityOfficer immediately.

5.2 Visitors

All visitorsto ACelts Inc. mustsignin andout usingthe Visitor Log at the
front desk. Visitors assignedto ACS on an interim basis may be granted
anextendedV i s i Banlge@ sisitor is defined asany individual who is
not anemployeeof ACerts Inc.

5.3 Classified Storage

All classifiedmaterialmust - storedin a GSA approvedcontainerin aACS
approvedstorageareaand accesseanly onafi n ete kdn o hesisby em-
ployeeswith therequiredsecurityclearanceThe Facility SecurityOfficer at
eachlocationwill contrd storageareasandaccess.
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5.4 International Business

ACertsInc. a growing, diversified companyventuring to capturebusiness
opportunities with foreign countries. Therefore, there are certain
guidelinesthatmustbe adheredo for conducting businessn othercountries
bothprofessionallyandlegally.

Any technicalproposalor presentatiorwith military applicationso aforeign
governmenimusthavean exportlicensefrom the Departmenif State. Any
technicalproposalor presentatiorwhich is strictly acommercialapplication
will beevaluatedor technical/proprietarycontent. Thesedecisionsaregov-
ernedby the Departmenbf Commerceand mayrequirealicense.

Therequirementgor suchanauthorizationor exportlicensingmustberouted
throughthe Corporatd~acility SecurityOfficer in Huntsville whois thesingle
point of contactfor all activitiesrelatedto InternationalBusiness.Submis-
sion of anytechnicaldatato include oral, visual, or documentarydisclosure
to aforeign country mustberoutedthroughthe CorporateFSO.

Underthe ITAR, alicenseis requiredin the absencef a specificexemption
regardles®f whereor howtechnicaldatais transferredITAR violationsmay
leadto civil orcriminal penaltiesof up to tenyearsimprisonmentandfinesto
$1,000,000Moreover, administrativedebarmentrom eligibility to receive
licensesptherapprovalsor contractswith the United Stateggovernmenis a
reality.
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5.5 Facility Security

Thelastperon leavingthe ACertsoffice eacheveningis ultimately respon-
siblefor its securityandis requiredto lock the doorsand setthe alarms.

Further information on security, classifiedstorage, etc. can be found in
ACSb6 sSecurity Handbookand/or obtainedfrom the Facility Security Of-
ficer.

5.6 Safety

All ACS employeesshouldbe safetyconsciousat all times.Any concerns
regardingthe safety of ACertsinc. and its employeesshould be brought
to the attentionof the HR Director. A copy of the ACS safetymarual may
be downloadedfrom ACS6 #tranet.

5.7 Risk Budgets

In specialcasesACS may commencenvork onaprojectprior to havinga
signedcontract. Thesespecialcasesmay include, but are not limited to:

Modification to an existing contractwhere the documentsarein the sig-
natureprocess

Purchaseorderswith verbal i T u@ mliy contractingofficial to ACS
Contractsand contractualpapersto follow later

Task orderswhere ACS Contractsconfirms the contractingofficer
agreedo backdatethe order

AnticipatedContractor TaskOrderwill beawardedasaFirm FixedPriceand
ACertsContractsconfirms scheduldor receiptof award.

WhenaProjectManagermproposego begin aprojectprior to contractaward,
he/shemustfirst obtainapprovalfrom the OpemationsManagerandsubmita
Risk BudgetRequestormsignedby eitherthe CEO, Presidentpr the Con-
troller. Upon receiptof approvedRisk Budget, ACerts Inc.Contractswill
issueto the ProjectManagerachargenumber.

5.8 Company Premises/Property

Respet and protection of companyproperty and employeepersonalproperty
ise v er yooncerd.§ an employeeis awareof property missing or dam-
aged,he/sheshouldreport it to his/lher Managerimmediately.
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