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SECTION 1:
EMPILOYMENT PRACTICES

1.01 Introduction (revised 25 January 2005)

This Policy Manual replaces any and all previousnoals, statements, and/or
publications of policy and benefits, and contairsummary of the present policy and benefits of
Microcomm Consulting (hereinafter referred to as t@ompany”). It is the only source of such
information, is not to be considered a contractldigation of the Company, and is subject to
modification from time to time at the discretion eXecutive management of the Company.
Executive management reserves the sole right to @deldte, change, or supplement Company
policy and benefits at any time without notice.

Neither this manual nor any other Company docuneiat contract of employment or
employee’s terms of employment. Any individual whi® hired may voluntarily leave
employment upon proper notification, and unlessotise provided by contractual obligation,
any employee may be terminated by the Companyyatiare. Oral statements to the contrary
are expressly disavowed, and shall not be relieh lgy any employee.

1.02 Equal Employment Opportunity (revised 25 dnuary 2005)

The Company is an equal opportunity employer, and policy is to select the best
gualified person for each position within the ongation. Religion, age, sex national origin,
race, or color are not considered when evaluatiagdicates for employment, or when
determining promotion, salary, or other benefits.

1.03 Employment Applications (revised 25 Janug 2005)

All candidates applying for employment at the Camp are required to complete and
sign Microcomm’s standard employment applicatiofiolee any job openings are discussed.
Any applicant who fails or refuses to complete dpglication shall be disqualified from further
consideration for employment.

1.04 Screening of Applicants (revised 26 Jaary 2005)

Screening may consist of preliminary testing anérinews. Any candidate who does
not show competence during these tests will noticoa with the screening process. Tests may
be conducted as follows:

1. Candidates for engineering and technical mostimay be given a technical

evaluation test to assess the depth and breadtiewnftechnical knowledge. The test is to be
completed within a specified time limit.
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2. Candidates for administrative positions magiven a personnel test, and may be
required to compose and type a typical businessrletApplicants with computer experience
may be required to demonstrate facility with theggams they have used.

3. Candidates for manufacturing or assembly pmstimay be tested in component
recognition, and may be given an assignment tothest manipulative skills, their soldering
skills, and their ability to use small hand tools.

4. The Company reserves the right to administgradner employment-related tests
it deems necessary.

5. All test results will become part of the appht's confidential personnel file.
1.05 Hiring of Relatives (revised 26 January 2005)

The option to hire relatives of any current emplys decided on an individual-case
basis. If any employee’s relative is hired, theisien to hire employee’s relative does not, in
any way, set a precedent or guarantee that any ethployee’s relative shall be hired in the
future. Task assignments, performance expectatamtsperformance reviews for any employee
shall be completely independent of, and not infagehby, those of any relative of that employee
who may also be employed by the Company.

1.06 Reemployment of Former Employees (revised 26 Janna2005)

Former employees of the Company, except thoseisigwh for cause, may be eligible for
reemployment. If a former employee is reemployemployee shall be subject to the same
probationary period and other requirements as dynkired employee. Prior employee status
grants a applicant no preference in the selectohhéring process.

1.07 Employment of Minors (revised 26 January 2005)

Minors are hired only in accordance with applicdiel@eral and state laws. Copies of the
necessary work authorization for a minor must b®ugted in the minor’s personnel file. The
Company may also require written permission from mthinor’'s parent or legal guardian as a
condition of employment.

1.08 Employment of Aliens (revised 26 January 2005)
Aliens are hired only to the extent that the ratlgvCompany contracts do not prohibit the
employment of non-US citizens, and then only itaadance with applicable federal laws,

including the Immigration Reform and Control Act 8986, as amended, and all applicable
regulations of the Immigration and Nationalizati®@ervice (INS) and the Department of
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Homeland Security (DHS). Non-US citizens must hawgsa granting them permission to work
in the United States on a permanent basis. Thep@oynwill not be responsible for securing
work permits or visas for prospective employeesatus verification, in the form of a “green
card” or other documentation, is required by laobe employment, and becomes a part of the
employee’s permanent personnel record. Some astn@ceived by the Company may
specifically preclude non-citizens from working epecific projects. In such cases, wherever
practical, any alien hired by the Company will Issigned to other duties.

1.09 Employment Forms (revised 26 January 2005)

On the first day of your employment, you will bequéred to complete IRS form W-4
(Employee Withholding Allowance Certificate), INSorin 1-9 (Employment Eligibility
Verification), a Former Employer Data Release Faam,Intellectual Property Assignment and
Release, and a Company nondisclosure agreement.

1.10 Fulltime Employment (revised 26 January 2005)

For purposes of determining salary, benefits,wark schedules, on the first day of your
employment, it will be determined whether you aomsidered a Fulltime Salaried, a Fulltime
Hourly, or a Part-time Hourly employee. Fulltime@oyees are those hired to work not less
than three full days (24 hours) per week. Pareteamployees are hired to work occasionally as
required, and under normal circumstances will wianker than three full days (24 hours) per
week. Fulltime employees are eligible to recei@mmpany benefits as detailed in Section 2 of
this Policy Manual. Part-time employees are gdheirzeligible to receive such benefits, unless
otherwise provided by contractual obligation.

1.11 Your Supervisor (revised 26 January 2005)

Your assigned supervisor is your best sourcefofamation concerning Company policy,
benefits, your job performance, and your salaryourYsupervisor is ready to assist you by
answering your questions, helping you to improvary&kills, and discussing any problems you
may have on the job. In addition, it is your swmar's responsibility to verify your timesheet,
assign your work, evaluate your performance, andmenend salary changes when appropriate.

Executive management has an open-door policyvalhde happy to discuss with you
any of these matters, but requests that you fgpta@ach your supervisor for resolution of any
concerns.

1.12 Probationary Period (revised 26 January 2005)
The duration of the probationary period for allnemployees, and for all part-time
employees who become fulltime employees, is nin@§) calendar days. This period

commences on your first day of employment, or ylast day of fulltime employment. During
this period, your supervisor will assess your &piln terms of quality, quantity, and timeliness
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of work; application of skills and ability to leamew skills; and your attendance, punctuality,
and conduct.

Also, during this probationary period, you willtnoe paid for any absences. You will
accrue, but are not eligible to take, paid vacatiays and non-work days. You are eligible to be
paid for Company holidays falling within the proioaiary period, but may not take any other
time off, or leaves of absence. You will be ellgibo receive group health insurance and related
benefits during the probationary period, only te #xtent permitted by the respective insurance
providers.

1.13 Performance Reviews (revised 26 January 2005)

Periodic performance reviews are administered e afs warranted by the job situation
and employee’s performance, and are at managemgisteetion, though they will generally
occur not less than once per year. During theerevyour supervisor evaluates:

Work Quality — reliability, accuracy, neatness, completeness of work.

Work Quantity — amount of quality work you produce.

Judgment —your ability to make sound decisions in performyogir work tasks.
Initiative — interest you show in your job, your dedicationd atour willingness
to complete tasks and accept new and/or additiooek.

Teamwork —how well you interact with management and othepleyees.
Dependability —your reliability and responsiveness in completsgigned tasks,
and your attendance and punctuality in reportingdok.

PwpdPE

oo

In addition, the review provides you and your su®r with an opportunity to define
your performance goals, identify your strengths bhow best to apply them, and explore ways to
improve any weaknesses.

You are encouraged to inquire about your perfoiceawith your supervisor, accept
responsibilities and show initiative, and seekstasice in further developing your skills.

1.14 Pay Increases (revised 26 January 2005)

Your supervisor determines if a merit pay increasevarranted at the time of your
performance review, and may, at his or her solerdi®n, recommend that one be granted. Itis
Company policy to reward employees with merit iases for dedication to their work, extra
effort, and better-than-average performance, tegtent that economic conditions permit. The
Company does not award merit increases on an atitobaesis or at any preset time interval.

The Company budget, as set by executive managemeyt set a maximum amount
available for distribution for merit increases, or,times of marginal or negative profitability,
may dispense with merit increases altogether in giwen year. Thus, a supervisor's
recommendation of a merit increase is advisory ;oaly final decisions on granting such
increases rest with executive management. A aatmfy performance review and/or a pay
increase does not guarantee continued employment.
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1.15 Confidential Personnel Records (revised 26 Januarg005)

In order to protect the privacy of our employea personnel records for both past and
present employees are strictly confidential. Tokection of employee information is limited to
that needed by the Company for business or leggboses. Internal access to personnel
information is limited to those employees havinguainess “need-to-know.”

No information concerning any employee shall becldised unless the request for
information is received in writing from a bona fideurce, and the employee has given written
approval. Any employee, or any person holding samployee’s valid, signed and witnessed
Power of Attorney, may review that employee’s peetorecords upon request, only on
Company premises and in the presence of appropsigiervisory personnel. Any discussion
with Company personnel regarding the contents otmployee’s personnel records may be
initiated and conducted only by the employee, orabgerson holding said employee’s valid,
signed and witnessed Power of Attorney. Accessetegnnel information may also be given to
third parties, including government agencies, tl@m@any’s attorney, or insurance carriers,
when required by law.

Information supplied to other employers concerniogrrent or former Company
employees is limited to verification of dates ofdayment, salary, and position held.

1.16 Timesheets (revised 26 January 2005)

All employees are required to complete Compangsineets daily, recording therein the
number of hours spent each day working on specditdracts or projects. All paid work hours
must be associated with a specific contract. Epg@e will submit completed and signed
timesheets biweekly, at a day and time specifiecgdsgcutive management. Failure to timely
submit a properly executed timesheet may resultlelays processing an employee’s next
paycheck.

Employees are prohibited from making entries tosubmitting, a timesheet other than
their own. Falsifying timesheets, executing anotbeployee’s timesheet, allowing another
employee to execute your timesheet, or repeatbardgproperly to submit your own timesheet,
can result in dismissal.

1.17 Work Week (revised 26 January 2005)

Unless otherwise agreed in advance, your standarf week consists of forty (40)
hours, normally worked Monday through Friday, ah¢i(8) hours per day. You may schedule a
thirty to sixty minute lunch period per day, whishnot counted as working hours. Your starting
and quitting hours, as well as lunch time, will dsablished by your supervisor, in accordance
with the Flex Time policy listed elsewhere in tRiglicy Manual.

As a condition of employment, all employees agteework overtime as required.
Overtime will be an occasional occurrence consilidhee exception rather than the rule, as
proper planning will allow all required tasks to pperformed within the normal forty hour work
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week. You will be notified as far in advance asgble when overtime is required. Any
employee who consistently refuses to work overtameoccasionally required, without a valid
reason acceptable to executive management, maigtéesded.

1.18 Flex Time (revised 26 January 2005)

Unless otherwise required, Company business withmally be conducted during first
shift (8:00 AM to 5:00 PM, with a one-hour lunctebk). In order to facilitate the scheduling of
required meetings, conferences, and collaboratitigiges, it is desirable for all employees to be
present at work during similar hours. However,onder to accommodate specific employee
requirements, it is the Company’s policy to allamited flex-time in scheduling of working
hours.

With prior approval from your supervisor, you mbaggin your work day at any time
between 7:30 AM and 9:00 AM, and end it any timeMeen 4:00 PM and 6:00 PM, provided
you schedule eight full hours of work each dayndubreaks will occur only between the hours
of Noon and 2:00 PM. Unless otherwise approvedybyr supervisor, all employees are
expected to be present on Company premises betwedrours of 9:00 AM and Noon, and also
between the hours of 2:00 PM and 4:00 PM. To #terg possible, all required meetings will be
scheduled during these hours.

1.19 Employee Classification (revised 26 January 2005)

1. Part-time hourly employeesare expected to report to work at a time specibigd
the applicable supervisor, and to work a fixed nembf hours each day.
Employees in this classification are paid onlyttee actual number of hours they
work, and are not eligible for any benefits, inchg] but not limited to, paid
vacation, holiday pay, payment for non-work days, ilnclusion in health
insurance and related benefits.

2. Fulltime hourly employeesare expected to report to work each day at a time
specified by the applicable supervisor, and to warkull eight hour shift.
Employees in this classification, after the spedfiprobationary period, are
eligible for all benefits. Should a fulltime hourgmployee be required to work
overtime, overtime is paid as set forth in the @uez Pay section of this Policy
Manual.

3. Fulltime salaried employeesare expected to report to work each day at a time
specified by the applicable supervisor, and to warkiull eight-hour shift.
Employees in this classification, after the spedfiprobationary period, are
eligible for all benefits. Should a fulltime sakd employee be required to work
overtime on a regular basis, overtime is not paigt a mutually acceptable
compensation adjustment will be arranged with émaployee.
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1.20 Method and Frequency of Pay Distribution (revised26 January 2005)

Except under special circumstances, paychecksdatibuted every other Friday
(biweekly). These payments represent hours workgthg the previous two weeks. Since
payments are one week behind the time actually eyrklepending upon when your starting
date occurs during the pay cycle, you shall nopdid until either the second or the third Friday
after you commence work. Employees shall use thaim time to cash paychecks. Under no
circumstances will an employee’s paycheck be gteesmyone except the employee, without the
expressed written consent of the employee. Wihetkception of vacation pay, no pay shall be
given in advance to any employee.

1.21 Overtime Pay (revised 26 January 2005)

Any employee may be asked to work overtime. Unlesherwise provided by
contractual obligation, overtime pay will accruelyorto fulltime hourly employees, in
accordance with the employee’s classification goplieable laws. Overtime pay is made only
for those actual hours of overtime you worked, Whih@ave been approved in advance by your
supervisor.

Eligible hourly employees receive payment of ond ane-half times their regular base
pay for any hours worked in excess of 40 in anggiweek. When a paid holiday occurs during
the workweek, the overtime rate is paid to eligibtaurly employees for any hours worked in
excess of 32 hours.

Fulltime salaried employees shall not be paidofigertime under any circumstances.
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SECTION 2:
EMPLOYEE BENEFITS

2.01 Holidays (revised 26 January 2005)

The company recognizes the following seven paididdgs per year, for which all
fulltime hourly and fulltime salaried employees iwéceive their regular salary:

New Year’s Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Eve
Christmas Day

If any of the above-mentioned holidays falls oBaurday, the Company will close on
the Friday before the holiday. If any of the abaoventioned holidays falls on a Sunday, the
Company will close on the Monday following the laly.

Unless you have made prior special arrangemehtyeitir supervisor, in order to receive
holiday pay, you must work your complete shift therkday before, and the workday after, the
holiday. If the holiday falls on a Friday, you mugork the previous Thursday and the following
Monday. If the holiday falls on a Monday, you mu&lrk the previous Friday and the following
Tuesday.

2.02 Non-work Days (revised 26 January 2005)

Fulltime hourly and fulltime salaried employees granted three non-work days per
calendar year, to be used as paid sick leave, gEsbnal leave, or paid religious leave, at the
discretion of the employee. Non-work days are éaubed whenever you cannot be present at
work for a full work day, whether due to illnessamy other reason. If you need to use one of
these days for a purpose that can be schedulsdnétcessary to notify your supervisor as far in
advance as possible to arrange a mutually acceptaibé. Non-work days will only be credited,
and can only be used, in whole day increments.

If your employment is terminated during the pradwatperiod, you will forfeit any non-
work days accrued. If you leave the Company sules@cto your probation period, you will be
paid for any non-work days which you were grantetiiave not used. If a terminated employee
used more non-work days than the employee waseagtatite equivalent pay for the excess days
will be deducted from the employee’s pay at thestwhtermination.
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Non-work days may be carried forward from yeawéar, at the sole discretion of the
employee, to be used in the event of protractedsk or incapacity.

You may use a non-work day to be absent the diyydyeor the day after, a paid holiday,
only if you have arranged thia advance with your supervisor. In this case, you will riotfeit
your holiday pay.

2.03 Paid Vacation (revised 26 January 2005)

Fulltime employees are granted two weeks (ten wianks) of paid vacation per calendar
year, regardless of their time of service to thenfany. Vacation time is accrued, but can not
be taken, during the probationary period. Paretemployees are permitted to take one week
(five work days) ounpaid vacation per calendar year, subsequent to theapootary period.

Vacation may be scheduled at any time that ispgabée to your supervisor. Supervisor
approval forall vacation schedules must be obtaimeddvance. It is not acceptable to call your
supervisor in the morning, informing him or herttigau are going to be absent and are “taking a
vacation day.” Spontaneous, unscheduled absermmsvwork will be charged to your accrued
non-work days.

The Company may close its facilities for a gengeadation period at any time during the
year. This shall not be done without reasonablamck notice to all employees. In this event,
you shall use any accrued vacation days you havgetaised. If you have no accrued, unused
vacation days, you will not be paid during suchilitaes closures. Due to certain business
conditions or other reasons, your supervisor mayire you to take an unscheduled vacation.
This shall not be done without reasonable advantee

Eligible employees shall receive their regularebpay for the duration of their vacation.
If you wish to receive your vacation pay the workdeefore your vacation begins, you need to
notify your supervisor at least two weeks in adwan¥ou may, with your supervisor’'s approval,
receive double pay in lieu of vacation, up to theximum number of days accrued in a given
calendar year. However, if you do this, you fdrfgur vacation time. You can not take this
vacation time without pay at a later date. If algaoliday occurs during your vacation, it does
not count against your accrued vacation days.

Vacation days can be carried over from one calepear to the next, up to a maximum
of four weeks (twenty work days) accrued. Any aedr vacation days beyond this maximum
will be lost, effective the first calendar day @b new year. In order to avoid losing earned
vacation time, if your accrued vacation days amggr@gching the maximum toward the end of a
calendar year, you should plan to schedule a vacatior to the new year, or arrange with your
supervisor to take double pay in lieu of vacationthe appropriate number of days.

Employees who wish to take more than two weeksatian consecutively shall discuss
their proposed plans with their supervisor anaieitessary, with executive managemésatore
making any plans that are not readily changed @idine or hotel reservations).
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If you leave the company for any reason duringrymobationary period, you are not
eligible to be paid for any accrued vacation daysyou leave the company for any reason
subsequent to your probationary period, you wilpb&l for all unused vacation days.

2.04 Medical Benefits (revised 26 January 20D5

To the extent available, it is Company policy taan group health insurance in which
eligible employees, and their eligible dependemgy participate upon request, effective on the
first calendar day of the month subsequent to comemg employment. To be eligible, you
must be a fulltime hourly or a fulltime salaried@oyee. It is the responsibility of the employee
to properly complete all required insurance appilicaforms. The specific details concerning
the policies offered, the current premium, deddetibmits, co-pay requirements, types of
coverage, and benefits provided, are stated inlithkature provided by the health insurance
carrier. This literature is given to each partaip upon enroliment in the plan, and a copy is
kept in the Company files.

Only to the extent provided by the Consolidatedniims Budget Reconciliation Act
(COBRA) and related Department of Labor policies, they may apply to the Company,
participants whose employment is terminated for @@&gon may, upon written request, continue
to be covered under the group health insuranctheaextent such continuation of coverage is
permitted by the insurance carrier. The eligideminated employee is required to pay to the
Company 100% of the premium charged by the heakbrance carrier, plus an additional 2%
for administrative costs. These payments, prengost plus 2%, must be received in whole by
the Company by the 80day of the calendar month preceding the monthwitich a premium
payment is due. If payment is not received by timse, employee’s coverage shall be
terminated without notice. The Company does nottrdaute to these premiums. Specific
details will be given to the employee at the tinhéeomination of employment.

2.05 Leaves of Absence (revised 26 January 2005)

The Company will grant a leave of absence to tiale employees (who are not on
probation) for disability, maternity, military tr@ng, military service, or government service, in
accordance with applicable laws. Leave of absdocepersonal reasons, or for part-time
employees, may be granted at the discretion of ganant. Leave of absence is subject to the
Company’s policy on replacing employees on leabaring any leave period, employees do not
receive any payment from the Company, except fapoleyees who are eligible, and to whom
the Company chooses, at its sole discretion, teigeo Company-paid disability benefits.

The following conditions apply to any leave of abee:

1. Request for leave of absence, stating the reasoregmected duration, shall be

submitted to your supervisor in writing, at leastbtweeks before leave is to
begin. In the case of disability leave, you musb &ubmit a statement from your
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primary care physician, indicating the reasonstiier disability and its expected
duration.

2. Any leave of absence must be approved by managdneémte the leave begins,
and, before granting disability leave, the Comparay require you to submit to a
physical examination by a health care practitios®ected and paid for by the

Company.

3. Except for military leave and government servicavée all earned, but not used,
vacation days shall be taken before the leave begin

4. You are not eligible for any holiday pay for theration of the leave.

5. No additional vacation or non-work days will accrdering your leave of
absence.

6. If you are enrolled in the group health insuranoefore beginning disability,

maternity, military, or government service leavepuyshall arrange with
management for payment of your portion of the pteamfor the duration of the
leave.

7. Should you wish to continue your health insuranceecage while on personal
leave, and provided that the policies of Compamgsirance carrier permit you to
do so, you are responsible for 100% of your heaftburance premium.
Arrangements for payment of this premium must beenaith management prior
to commencing your personal leave, and these pagnmemst be received by the
Company by the 20day of the calendar month preceding the montwhich a
premium payment is due. If payment is not receibgdhis time, employee’s
coverage shall be terminated without notice. Then@any does not contribute to
these premiums.

Except for military leave and government servieave, total leave shall not exceed 14
weeks. If you require additional leave time, youstnsubmit a written request for an extension.
This may or may not be approved, at the sole discref management.

2.06 Disability Benefits (revised 26 January 2005)

In addition to Pennsylvania state disability betse{or benefits provided through any
other state in which the Company may conduct bgsimperations), you may be eligible for,
and granted, Company paid disability benefits, ng gear during which Company operations
yield a net profit. This benefit depends upon fimancial health of the Company and the
availability of such coverage from Company’s inswe provider, and may be withdrawn at any
time, at the sole discretion of executive managemen

Company paid disability benefits, if paid, areemded to assist employees who suffer
loss of income due to an extraordinary or protihéi@ess or injury, and will be based upon
eligibility and length of service to the Company.o be eligible for Company-paid disability
benefits, if offered, you must:

Page 2-4



MICEZESCoOmMMM °
Ny

Microwave Communications Innovatfon and Consultation

POLICY MANUAL

=

be a fulltime employee, with at least one full yeaservice;

2. have a disability that prevents you from working mnger than two weeks, and
submit a statement from your primary care physicraticating the reasons for
the disability leave and its expected duration;

3. have applied for and been granted applicable diatbility benefits;

4, have taken all your earned vacation and paid norkwaays (if you have not, you
will be paid for your earned vacation time and aecr non-work days before
receiving any Company-paid disability);

5. have accrued disability time, at the rate of onekvef Company-paid disability

benefits for each full year of service, up to a maxn accrual of four (4) weeks.

If eligible and Company-paid disability benefite aranted, you will be paid, for each
accrued week of Company-paid disability, the défeze between two-thirds of your weekly
salary and state-paid disability, with Company-pdighbility in no event to exceed one-third of
your weekly salary.

The amount of Company-paid disability benefit ymgerue is reduced through use and, if
exhausted, is reestablished through additionaliceiefore you are eligible to use it again, the
new period commencing upon your return to work.ydéi leave the Company for any reason,
you are not entitled to any payment for any unuSethpany-paid disability benefit you may
have accrued.

2.07 Family Leave (revised 16 November 2013)

Maternity leave will be granted to fulltime femaenployees who become pregnant, and
such employees may be eligible for Company-paidldigy benefits, if offered, to the extent
permitted by state law. Maternity leave shall aegteintil the end of any period of disability
resulting from pregnancy, up to a maximum of 14 kgee Family leave will be granted to
fulltime male or female employees upon the birtladoption of a child, but such employees will
be ineligible for Company-paid disability benefit.amily leave shall extend from the time of
birth or adoption of a child, up to a maximum ofvideks.

An employee who desires family or maternity leateall notify his or her supervisor of
this fact as soon as he or she is aware of it,iadidate the expected delivery date or adoption
date. An employee who is pregnant may continugvdok until such time as her physician
indicates she may no longer work.

No later than the beginning of the seventh mofhregnancy, or two months prior to an
anticipated adoption date, the employee shall:

1. indicate the date when his or her family or matgrigave is to commence;

2. if pregnant, submit written notification from hehysician, stating that her health
will permit her to continue working until maternikgave commences;
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3. state whether he or she intends to return to witek enaternity or family leave.

If employee does not return to work, the date eygg commences maternity leave or
family leave shall be considered the effective aditemployee’s resignation.

2.08 Military and Government Service Leave (revisg26 January 2005)

As a prime contractor to various agencies of ti&ddvernment, it is the policy of the
Company to encourage its employees to engage imugaiforms of government service.
Military leave of absence, and leaves of absenceetwe federal, state, and local government
agencies in elected or appointed leadership pasitiwill be granted to full-time employees in
accordance with federal law. If you need leavattend Reserve or National Guard training, or
to participate on a government Cabinet, CommitbeeCommission, such leave will be granted
to you without pay (except in the case of those functions in whichu yave specifically
representing the interests of the Company). Yeunat required to use any of your non-work
days or vacation days for this purpose.

If you enlist or are inducted into the regular adrforces, or appointed to a position of
leadership with a government body, you will be retiin accordance with federal law when
your tour of duty ends and if a position is avd#ab You are not eligible for any pay or
employee benefits during your tour of duty. Shoydd be rehired, your length of employment
prior to military duty or government service shiadl carried over when you return, and may be
used to determine your benefits.

2.09 Bereavement Leave (revised 26 January 2005)

Fulltime employees are granted a maximum of thises off with pay, in the event of the
death of a member of their immediate family. Immaé&sl family includes employee’s spouse,
children, stepchildren, parents, stepparents, g®yarents, spouse’s stepparents, and siblings,
as well as any other relative residing in the hbotkof the employee at the time of death.

2.10 Replacing Employees on Leave (revised 26 Jamy 2005)

It may become necessary to replace an employeasmioextended leave of absence.

It is for this reason that you keep in contachwibur supervisor during leave of absence
(when practical), and advise your supervisor atleao weeks in advance of the date you desire
to return to work. Following leave of absence, @@mmpany will make every reasonable effort,
consistent with Company needs, to reinstate yaihn¢osame position you previously occupied.
However, the Company can not guarantee that youbailreinstated to the same or similar
position, or that any position will be availabl#.the same or similar position is not available,
the Company reserves the right to offer you a loeeel position, if available, at the appropriate
salary for that position. If this is unacceptateyou, or if no positions are available to you,
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your employment with the Company shall be termidatéective on the last day of work or
Company-paid leave, whichever is later. This does apply to employees on military or
government service leave. They will be reemplayealccordance with applicable federal law.

2.11 Time Off to Vote (revised 26 January 2005)

The Company encourages all employees to exeieese divic responsibility by voting.
Since the polls are open for a number of hoursreednd after the normal workday, employees
are encouraged to use those periods to vote. cHssary, employees may be granted permission
to alter their usual work schedule to make it gussio reach the polls before they close.

2.12  Jury Duty (revised 26 January 2005)

Fulltime employees are granted time off with payew they are summoned for jury duty.
Employees receiving paid leave for jury duty wiksgn to the Company any stipend or
compensation they may receive for their services jasor. Employees are required to give their
supervisor a copy of the summons prior to reporforgury duty. Employees are required to
report to work the workday following their dismisdaom jury duty. When management
determines that employee’s absence will create rdshgp for the Company, the Company
reserves the right to request an excuse fromyeseheduling of, jury duty for an employee.

2.13 Educational Benefits Program (revised 26 Jaramy 2005)

The Company is contemplating the establishmerdrnoEducational Benefits Program.
Such program does not exist at this time, but tfiermation presented herein establishes the
basis for such a program at some unspecified timtke future. The purpose of this program is
to encourage your further vocational developmentalyancing your education in job-related
subjects. This will allow you to enhance your Iskiland increase your effectiveness and
productivity, to the potential benefit of the Compga

The program, when established, will cover jobtedastudy programs approved by
executive management, including, but not limited degree and non-degree programs at
accredited institutions of higher learning, comnahg administered short courses or seminars,
distance learning courses, and correspondence agrgmmed instruction courses. The
following conditions determine eligibility underighprogram:

1. You must be a fulltime employee, and have completee year of continuous
service with the Company, before the starting datbe course of instruction.

2. All courses of study must be job-related as deteechiby management, and be
approved by executive management prior to yourlienent.

3. All courses must be scheduled at a time that doésanflict with your regular

work hours, except as approved in advance by mamage
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To apply for participation in the educational bseprogram, you need to submit a
written request to your supervisor indicating tletume of the course you propose to take, the
tuition and fees, the course’s relation to your, jabd the anticipated benefit to the Company,
and attach any curriculum-related literature predicdy the institution. Within two weeks of
submitting such a request, you will receive a wntteply indicating whether or not the course
has been approved by executive management.

It is your responsibility to provide for the fingeing of all costs incurred during, and for
the completion of, the approved course of studige Tompany does not and will not underwrite
or provide a guarantee of payment to any institutioThe Company will pay directly, in
advance, the tuition costs and all associateddagsfor any course that the Company requires
you to attend.

For letter-graded courses at an accredited itistitwf higher learning, the Company will
reimburse you 100% of the tuition and fees for &@opmpany-approved course in which you
receive a grade of A, 75% of the tuition and femsany Company-approved course in which
you receive a grade of B, 50% of the tuition aresfior any Company-approved course in which
you receive a grade of C, and no reimbursemenarigrgrade lower than C. For percentage-
graded courses at an accredited institution ofdrid¢gmarning, the Company will reimburse you a
percentage of the tuition and fees for any Commgroved course equal to the percentage
grade you received, provided you achieved a gr&d@®% or higher, and no reimbursement for
any grade lower than 50%. For non-graded coutseszompany will reimburse you 50% of the
tuition and fees for any Company-approved courseviich you have submitted a certificate or
other document indicating satisfactory completibthe course.

To be eligible for reimbursement, you must atté®@% of the class sessions for any
course of 10 days duration or less, and at le&4t &the sessions for courses of longer duration.
Total tuition and fees reimbursement shall not e’lc&% of your annual base salary in any one
calendar year. This maximum reimbursement doesappty to any courses the Company
requires you to take. Administrative and registratfees are included as items eligible for
reimbursement under the above guidelines. Gramludges, textbooks, equipment, supplies,
breakage deposits, transportation, meals, lodgttwg,are not covered by the Company, and are
not eligible for reimbursement.

Authorized reimbursements will be issued withimtyh(30) calendar days of submission
of receipts for tuition and fees paid and docunmnéaidence of satisfactory completion of the
course, including documentation of grades receiwgttn applicable. Said documentation must
also indicate the total number of sessions for ¢dbarse, and the number of sessions you
attended.

Educational benefits, when provided, are grantednticipation of your improved job
performance over the long term. By accepting etioical reimbursement, you are expressing a
commitment to continue working for the Company #orperiod of not less than one year
thereafter. If you resign or are discharged fousealess than one year after receiving
educational reimbursement, you shall repay the Gmypa proportional amount of the
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reimbursement for the balance of the year that gmlnot complete employment with the
Company. The proportional amount repaid to the gamy shall be 1/12 of the total
reimbursement for each month remaining in the ykat you did not work for the Company.
This condition does not imply any obligation on tpart of the Company to guarantee
employment to any employee for any particular largjttime.

2.14 Retirement Plan (revised 09 February 2005)

The Company may, at its sole discretion, elecégtablish a Savings Incentive Match
Plan for Employees (SIMPLE IRA). All fulltime enmplees twenty one (21) or more years of
age shall, upon completion of the Probationary deestipulated in this Policy Manual, be
eligible to participate in such plan, if establidheéhrough payroll deduction and matching
contributions. The SIMPLE plan administrator wdkduct from each participating employee’s
contributions an annual Custodial Fee, currenttyases25 per year. The Employer will match
each employee’s contribution up to a maximum oéehpercent (3%) of eligible compensation.
The maximum employee contribution shall be as éstadd by Internal Revenue Service (IRS)
and SIMPLE plan administrator guidelines.

2.15 Employee Incentive Plan (revised 02 March 205

In order to encourage employees to adopt a praadtance toward new business
development, the Company has established an engloygentive plan. Effective 1 March
2005, provided all of his or her normal duties amedponsibilities are fulfilled, each fulltime
salaried employee shall be eligible to receive rfoia compensation for each new product,
service, or contract developed and marketed priyntttrough the individual initiative of that
employee. Eligible employees shall be compensatedrate of one and one half percent (1.5%)
of the gross receipts realized by the Company inneotion with each qualifying product,
service, or contract so developed. Employee imoenpayments will be remitted quarterly
against qualifying revenues collected by the Corgpdaring the immediately preceding
calendar quarter. In determining any employeeagitelity to receive any financial incentive
award, decisions of the executive management teilrhenfinal.
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SECTION 3:
STANDARDS OF CONDUCT

3.01 Attendance (revised 27 January 2005)

It is your responsibility to report to work eachydon time, as scheduled, and to complete
a full day’s work. You must inform your superviswsithin one hour of your scheduled starting
time when you will unavoidably be late or absemnirwork. You are required to give the
specific reason for, and the expected duratioamy,lateness or absence.

You will not be paid for any absence that occurdar any of the following
circumstances:

1. During the probationary period, regardless of gason.

2. Over three days in a calendar year, excluding \@téime, unless non-work days
have been carried over from previous years, and thdy up to the total of
accrued non-work days.

3. Where you have failed to notify your supervisordgxt under extraordinary
circumstances).
4, Where you give a false reason for being absent.

3.02 Substance Abuse (revised 27 January 2005)

The Company recognizes that substances such abkoblemd drugs are used by
individuals, sometimes to the extent that theilitds and senses are impaired. “Substances”
include, but are not limited to, alcohol, marijuailkegal drugs, prescription drugs, controlled
substances, and any other substances which mag capsirment. “Impairment” or “being
impaired” means that an employee’s normal physicahental abilities or faculties have, while
at work, been affected by the use of these subssanc

The Company believes that the impairment of anpleyee due to employee’s use of
substances is likely to result in the risk of igjuo other employees, the impaired employee, or
to third parties such as customers, vendors, adgesciand business guests. In addition, an
impaired employee will not be able to perform hisher own job, which will have an adverse
effect on the quality of the Company’s products aedvices, and possibly cause damage to
Company equipment or property, or the equipmemptroperty of others.

If you report to work in an impaired state, or e impaired while at work, you are
guilty of a major violation of Company rules, anck assubject to severe disciplinary action.
Severe disciplinary action may include suspengiismissal, or other penalty appropriate under
the circumstances.

The consumption of alcoholic beverages on Compgaeynises, including the parking
lot, is prohibited. Any employee who reports torkyaor returns from lunch, in an impaired state
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shall not be permitted to work for the balancehs tlay. If you consume alcohol on Company
premises or report to work impaired by alcohol, yoe subject to severe disciplinary action.

All employees are prohibited from possessing, gisselling, or buying drugs, including
marijuana, except for a medically prescribed puepas any time on Company premises,
including the parking lot. Violation of this pojicshall result in severe disciplinary action. If
you are taking prescription or over-the-countemg@rwhich could affect your job performance, it
is your responsibility to report this fact to yaupervisor. You are not permitted to work while
impaired, even though the impairment is a resuihedlication legally obtained by you.

When an employee is involved in the use, possestiansfer, or sale of a substance in
violation of this policy, the Company may notify@ppriate authorities. Such notice will be
given only after such an incident has been invatt) and reviewed by employee’s supervisor
and executive management.

Certain categories of employees may be requiredibmit to random or pre-employment
drug testing, as required by federal regulations.

Every employee agrees to indemnify and hold thengany harmless from and against
any claim or demand of any person alleged to haen linjured by the actions of an employee
while intoxicated or impaired, or by any employeeé&gligence in supplying substances to any
third party, in violation of Company policy as $etth above.

3.03 Sexual Harassment (revised 27 January 2005)

It is the Company’s policy to prohibit harassmehbne employee by another employee
or supervisor on the basis or sex or gender. Thpgse of this policy is not to regulate our
employees’ personal morality. It is to ensure tirathe workplace, no employee or supervisor
harasses another individual on the basis of sgender. While it is not easy to define precisely
what sexual harassment is, examples of prohibigdior include unwelcome sexual advances,
requests for sexual favors, and other verbal orsighl contact of a sexual nature, such as
uninvited touching of a sexual nature or unwelcosegually-related comments. Depending
upon the circumstances, harassment can also inaaeelcome joking, teasing, or other
conduct directed toward an employee because afrtier gender or sexual orientation, which is
sufficiently severe or pervasive to create an aleuand hostile working environment.

Any employee who feels that he or she has beejeded to sexual harassment should
immediately report the matter to his or her sumawnior to executive management. Every report
of perceived harassment will be investigated, aodective action will be taken where
appropriate. Violation of this policy will resut severe disciplinary action, up to and including
discharge. In addition, the Company will not alleawy form of retaliation against individuals
who report unwelcome contact to management, or edaperate in the investigation of such
reports in accordance with this policy.
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3.04 Conflict of Interest (revised 27 January 2005)

You are prohibited from maintaining, either ditgatr indirectly, any outside business,
financial, or other interest (except for stock ovamg in a publicly held company) which
conflicts with the interests of the Company, orhwyour job performance. Any outside interest
on the part of an employee will constitute a canfof interest if, in its pursuit, that employee
uses any of the facilities, resources, or intellatproperty of the Company. Involvement in
another job (even when not conflicting with Compdmginess), hobby, education, or any other
interest, does not qualify as an acceptable exfarskateness, absence, or time away from the
job during the workday. You are expected to sadeguCompany’s proprietary information,
shall not solicit Company’s employees, vendorscustomer base for any other business, and
will not compete directly with the Company in argnemercial endeavor.

3.05 Company ldentification (revised 27 January 2005)

You are prohibited from using items bearing Compadgntification (letterhead,
envelopes, business cards, logos, trademarks, fetcany purpose not related to Company
business. You shall not use the Company postakaddo receive personal mail. You shall not
use the Company email address to send or recergerna email.

3.06 Telephone and Internet Usage (revised 27 January@b)

Company telecommunications resources are to ke saely to conduct the Company’s
business. You shall not receive or initiate peasdalephone calls, or personal emails, while at
work, except those of an emergency nature. Youl st@ use Company computers or
bandwidth for personal internet access, or anynadedirectly related to your job duties and
services on behalf of the Company.

The Company is under no obligation to take anysagss of you do receive a personal
call, and the Company will not release any emplsybeme telephone number. If you must
place a personal call, you may do so during youchuperiod, but should use a public pay
telephone or personal cellular telephone whenewossiple.

3.07 Computer Systems and Software (revised 27 JanuaB005)

Employees are not permitted to use any Companyuatensystem for any personal use,
including, but not limited to, storing personalanhation, pursuing educational activities, or
playing games. No one shall copy any Company datsoftware from any computer system
without the permission of executive management. mgany-owned software shall not be
disclosed nor distributed outside the Company. chmputer data shall be removed from the
premises, except for Company-authorized purposesh @s sending printed circuit board
artwork to vendors, or required reports to cust@mer
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Due to the risk of serious damage or data comuptrom viruses, worms, and other
malicious programs, “shareware” type software shatlbe installed on any Company computer
system or network by any employee. No executalvlaileattachments will be opened by any
employee on any Company computer. Each employ#éairesponsible for maintaining an
operating firewall, and up-to-date anti-virus sate®, on his or her assigned computer.

3.08 No Solicitation — No Distribution (revised 28 Janary 2005)

No one shall engage in any solicitation or disttilbn of any kind at any time on
Company premises. Solicitation and/or distributinoludes, but is not limited to: asking for
contributions, regardless of the purpose; takingvests; handing out literature of any kind,
recruiting personnel to join any religious, frawn social, athletic, political, or other
organization; selling any type of goods or servi@exl seeking participation in lotteries, pools,
or any other activity involving gambling and/or gasnof chance. Any violation of this policy
shall result in severe disciplinary action.

3.09 Health and Safety (revised 28 January 2005)

It is the intention of the Company to provide aarl, safe, and pleasant work
environment for all employees. Eating is not pé&edi at your work area. A lunch area is
provided for this purpose. You may drink coffeeanry other non-alcoholic beverages at your
workplace. Any spills must be cleaned up immedyateYou are expected to keep your work
area and surrounding area clean and uncluttere@mpty your wastebasket or other trash
receptacles weekly, prior to scheduled weekly trpsfkup, and to assist once per week in
cleanup of the lunch area, conference rooms, dme gbmmon areas.

Your supervisor will identify for you the locatiasf emergency exits, fire extinguishers,
and first aid kit. You will also be instructed the proper and safe use of the shop tools and
manufacturing equipment necessary to do your j¥ou are not permitted to use any of this
equipment without your supervisor's approval. Youst always follow the necessary safety
precautions, including the use of eye protectioenshapplicable. Any unsafe condition must be
brought to the attention of your supervisor.

3.10 Injury and lliness (revised 28 January 2005)

All injuries and illnesses to any employee, noterathow slight, which occur on the job,
must immediately be reported to employee’s supervisYou are not allowed to leave the
Company premises due to an injury or illness dutimggworkday without the permission of your
supervisor, unless a bona fide emergency situaiasts. The Company carries the necessary
Workers’ Compensation Insurance as required by tawover employees who sustain job-
related injuries.
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3.11 Smoking (revised 28 January 2005)

In order to safeguard the health and safety ofayaployees, and to protect Company
equipment from damage, smoking of any nature, by employee or visitor, is prohibited on
company premises, including stairwells, restroolms¢h area, and common areas. Smoking is
prohibited outside of and adjacent to building amtes, windows, and ventilation intakes.
Smoking is permitted the parking lot, only when docted inside a person’s own automobile
with the windows closed.

3.12 Travel Expenses (revised 28 February 2005)

Employees are required occasionally to travel om@any business. An employee will
be compensated for his or her time during requiragtel, and reimbursed for authorized
expenses, only when such travel is approved inraxvay his or her authorized supervisor. All
authorized travel must be budgeted in advance sigand charged to, a specific funded project
or contract. Travel for purposes of business dmrakent, preparation and presentation of
proposals, negotiating of new contracts, and dleofpurposes not billable against a specific
funded project or contract, must be authorizeddwaace by executive management. The need
for such travel will be evaluated on a case-by-trsgs.

For each travel day involving an overnight staypkyee will, upon completion of travel,
promptly be reimbursed at a predetermined per dee, which the Company shall establish
from time to time in accordance with Federal guites. Such payment represents compensation
in full for the actual cost of lodging, meals, aodlinary and necessary incidental expenses
incurred during the period of travel, beyond whiot additional payment will be made. Per
diem payments will be remitted only upon submis®breceipts documenting the actual out-of-
pocket expenses incurred, and must include anztnmieceipt for lodging costs.

For each travel day not involving an overnightystanployee will, upon completion of
travel, promptly be reimbursed for actual out-ocket expenses incurred for meals and ordinary
and necessary incidental expenses, up to an amuoeointto exceed the established and
predetermined per diem rate. Such payment wiltdmeitted only upon submission of receipts
documenting the actual out-of-pocket expenses iadur

Reimbursable travel expenses incurred by emplogbese and beyond lodging, meals,
and incidentals shall include, but not be limited dirfare, tolls, telephone and internet access,
parking, vehicle rental, fuel for rental vehicles)d use of personal owned vehicles (POVSs).
Such expenses shall, upon completion of traveinpity be reimbursed, only upon submission
of receipts documenting the actual expenditure®V Rse shall be reimbursed at the Federally
established rate for automobiles, motorcycles,imeraft, as applicable, as documented annually
on the General Services Administration (GSA) wahsiiPOV reimbursement shall be based
upon documented miles traveled, and is intendefiiltp compensate employee for all direct
costs of vehicle operation, including wear and ,t@anortization, maintenance, insurance, and
fuel. Such variable but associated costs as pgkma tolls will be reimbursed separately, when
fully documented as reimbursable travel expengés.additional payments beyond established
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POV rates will be made for use of a POV. Shoulticgrated POV rates exceed the cost of
rental and fuel for an equivalent vehicle, emplayege expected to rent a vehicle, and will
receive full reimbursement therefore, promptly upoesentation of suitable documentation.

Under no circumstances will travel expenses bdttethto an employee in advance of
authorized Company travel, although specific itefmisch as airfare, automobile rental, and
lodging) may be prepaid by the Company directlytihe applicable vendors. Under no
circumstances will travel reimbursement, includpey diem, be made to any employee who has
not submitted itemized receipts or other suitaloleusnentation.

Fulltime salaried employees performing Companydrashall receive their normal
salary, and no additional compensation, duringcthese of such travel. Should travel routinely
be required of salaried employees during non-waysd(including weekends and authorized
holidays), such employees may be granted compeagsaioe off upon return from such travel,
by prior arrangement with their supervisors.

Part-time and hourly employees performing Compirayel shall receive their normal
rate of pay, up to a maximum of eight (8) hours\werk day, during the course of such travel.
Should travel be required of hourly employees dymnon-work days (including weekends and
authorized holidays), such employees may be grantedime pay during such periods of travel,
up to a maximum of eight (8) hours per non-work ,day prior arrangement with their
supervisors.

3.13 Gifts from Vendors (revised 28 January 2005)

As an employee you shall not accept from any vendabcontractor, or business
associate anything of value offered for the purpokesecuring preferential treatment by the
Company. Any gifts of other than nominal valuelsha declined. If a vendor, subcontractor,
or business associate attempts to offer you anycewment to assure business, you are required
to report the offer to management immediately.

3.14 Disciplinary Procedures (revised 21 FebruaryQD5)

Any employee violating any of the Standards of dlant delineated herein shall be
subject to disciplinary action. Upon the first Bugolation, the employee shall receive a verbal
reprimand from his or her immediate supervisor.refeat violation without reasonable cause
will be referred by the employee’s immediate su@Envto executive management, and a written
reprimand placed in the employee’s personnel recorA third violation without reasonable
cause may result in the employee’s Dismissal fars€apursuant to Section 5.02 of this Policy
Manual.
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SECTION 4:
SAFETY AND SECURITY

4.01 Purpose (revised 25 January 2005)

These policies are designed to enhance the safetysecurity of employees, as well as
their property and the property and welfare of @@mpany. Any breach of security shall
immediately be brought to the attention of your iethate supervisor. Violation of these
policies shall result in severe disciplinary actimrtluding dismissal.

4.02 Company Keys (revised 25 January 2005)

Keys for access to Company premises are issueahpiogees as necessary. These keys
are for the use of the individual employee onlyd ahall not be used by anyone else, whether or
not the other person is also a Company employesys ldre not to be duplicated or transferred to
anyone else without the written permission of exgeumanagement. Upon termination of your
employment, you shall return to your immediate suviger all Company keys, as well as any
other Company property that is in your possessiefgre you receive your final pay.

4.03 Company Premises (revised 25 January 2005

You shall not use Company premises for any purptser than to perform your job or a
Company-approved activity. You shall not enter thempany’s premises earlier than is
appropriate for your starting time, nor shall yeave later than is appropriate for your quitting
time, without your supervisor's approval. Loitegims not permitted. You shall not receive
personal visitors or guests (except under extraargli circumstances) while on Company
premises. If you become aware of the presenca ahauthorized person on Company property,
you are required to make this fact immediately kndevyour supervisor.

You shall not post notices of any nature on Comgaremises nor on Company bulletin
boards, without prior approval from executive masragnt. Approval from management to
decorate or personalize your workspace in a tdséeitl non-offensive manner, providing such
action does not negatively impact productivity ompromise safety, shall not unreasonably be
withheld.

4.04 Company Property (revised 25 January 260

You are not permitted to use any of the followimguding, but not limited to, Company
facilities, equipment, tools, materials, drawingshematic diagrams, software, documentation,
records, or other Company property, for persoradaas, or for any reason or purpose other than
to perform your job or a Company-approved activitgr shall you remove any Company
property from Company premises, nor copy any offtllewing included, but not limited to,
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Company drawings, schematic diagrams, softwarejrdeatation, or records for personal use or
other use outside Company premises, without wripnmission from executive management.

4.05 Company Tools (revised 16 September 2012)

You will be issued the tools necessary to do yassigned work. You are required to
acknowledge receipt of your tools and you shalkdsponsible for them. Any tools damaged,
worn, or broken in the course of performing yourkvmust be reported to your supervisor, and
will be replaced by the Company. You shall be nemlito pay for any tools that you lose. You
are, therefore, advised to keep them in your toqgllesk drawer, or workbench drawer when
they are not being used.

4.06 Surveys and Inquiries (revised 25 January 2005

To preserve confidential information and save Valedime, the Company has a policy
against responding to surveys of any kind, or ansgenquiries not pertaining to the sale of our
products and services, or the securing of new aotsr Should you receive a telephone call or
email request from anyone soliciting informatiorr fany reason other than inquiring about
securing our products and services, you are exgpréatpolitely decline to give any information.

All inquiries about current or former employees sinwbe referred to executive
management without comment or response.
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SECTION 5:
TERMINATION OF
EMPLOYMENT

5.01 Resignation (revised 25 January 2005)

If you decide to resign your position at Microcompou are expected to inform your
immediate supervisor in writing of your last datk employment, and the reason for your
resignation, at least two weeks prior to the stadate. Upon the effective date of such
resignation, you will receive all pay accrued thlgbuhe date of such termination, including pay
for all unused vacation and non-work days.

The Company may, at its option, decide to ternaéinadur employment earlier than the
date stated in your letter. If this option is exeed, full-time employees will upon such
termination receive all pay accrued through the adttermination, including pay for all unused
vacation and non-work days, plus additional paytha&ir regular pay rate, from the date of
termination to the date specified in your writteasignation. Unless otherwise provided by
contractual obligation, such termination pay wibt exceed two weeks’ pay, regardless of how
far in advance of the stated date your employnsetdérminated.

5.02 Dismissal for Cause (revised 25 January 2005)

An employee may be dismissed for cause, without @iyr warning, due to, but not
limited to, any of the following misconduct:

1 Theft, unauthorized copying, and/or removal of afyhe following, including, but
not limited to: the Company’s drawings, schemati@ggchms, software, materials,
documentation, records, tools, equipment, or gtneperty. Theft of property of co-
workers and other persons on Company premises.

2 An assault or attack on another person. Threatsodfly harm to another person
during working hours or on Company premises.

3 Willful refusal to follow directions of supervisorsr management when such
directions are reasonable and lawful.

4 Proof or admission of any crime that representsitestantial risk of injury to any

person, or injury or loss of the Company’s propemyoperty entrusted to the
Company, property of other employees, or propeftyther persons lawfully on
Company premises.

Falsification of the employment application or amployment papers.

Failure of any employee to maintain employee’s enirrcorrect address and
telephone number in Company records.

o Ol
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7 Possession, sale, use, or purchase of drugs, inglagarijuana, except for medically
prescribed purposes, on Company premises, inclyzhnigng lots.

8 Use of alcoholic beverages on Company premisekidmg parking lots.

9 Impairment due to the use of substances includiug,not limited to, alcohol or

drugs, including marijuana.

10 Possession of weapons on Company premises or pypprcept when in connection
with assigned duties and responsibilities.

11 Altering another employee’s timesheet.

12 Deliberate defacement or destruction of Companynges or property, or that of co-
workers, or other persons lawfully on Company pe&si

13 Sabotage.

14 Disclosure of any Company-confidential and/or pretairy information.

15 Making copies of Company keys, or giving or lendihgm to anyone.

16 Behavior which poses a danger to co-workers, Vijtor property.

17 Sexual harassment of any employee, co-worker, teroperson lawfully on
Company premises.

18 Gambling and/or games of chance during work timero€ompany premises.

19 Performing work other than Company business dusiatking hours or on Company
premises.

20 Violation of the No Solicitation — No Distributigoolicy.

Employees dismissed for cause will, upon such iteation, receive all pay accrued
through the date of their termination, including/ gar all unused vacation and non-work days.
They will not be eligible to receive severance pay.

5.03 Discharge for Unsatisfactory Performance (revise@5 January 2005)

Your job performance is judged on your abilityterms of the quantity and quality of
work, application of your skills, your ability angillingness to learn new skills, and on your
attendance, punctuality, and conduct, as well agaum interaction with everyone with whom
you come in contact at work.

Your immediate supervisor will provide periodic idg@nce concerning your job
performance, and detail the steps you must take i necessary for you to improve your
performance. If you fail to perform satisfactoyijyou may be placed on probation, reassigned to
another job, or discharged.

Employees dismissed for unsatisfactory performaviteupon such termination, receive
all pay accrued through the date of their termomgtincluding pay for all unused vacation and
non-work days. They will not be eligible to reaeiseverance pay.

5.04 Workforce Reductions — Layoff (revised 25 January005)
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Should it become necessary to eliminate a jolttipnsevery effort will be made to find
the displaced employee another position within @menpany. This transfer will depend upon
the availability of another position, the needstltd Company, and the specific skills of the
displaced employee. If no other position is alddaand the employee must be released from
employment, that employee may be eligible for savee pay.

5.05 Severance Pay (revised 25 January 2005)

Severance pay is given to eligible employees tovigeothem with limited financial
assistance while they seek other employment. Wnt#kerwise provided by contractual
obligation, it is given only to employees with mdahan one year of service who are laid off for
reasons beyond their control (e.g., staff reductieimination of position), or to resigning
employees who are asked to leave prior to theiecgled resignation date. Employees who
resign under normal circumstances are not eligdylseverance pay.

Severance pay consists of one week’s base pagafdt year of employment, up to a
maximum of two weeks’ base pay. Severance payagenonly after the employee has returned
to his or her immediate supervisor all Company prop and completed the Termination
Checklist in Section 5.07 of this Policy Manual.

5.06 Continuation of Benefits (revised 25 January@5)

Unless otherwise provided by contractual obligatithe Company will continue to
provide for the payment of health care insuran@mmums and related benefits for only those
terminating employees eligible for severance pay, the calendar month in which such
termination of employment occurs, and for one aold#l calendar month thereafter. Should the
respective insurance carriers’ policies permit, émeployee may continue all such insurance
coverage beyond the second calendar month, at hsr@ole discretion and own expense.

5.07 Termination Checklist (revised 25 January 2005

All employees terminating their employment for argason, including Resignation,
Dismissal for Cause, Discharge for Unsatisfactosrfé*mance, Workforce Reduction, or
Layoff, will complete the Microcomm Termination Gtidist included on the following page of
this Policy Manual, or any subsequent revisiondteer All required signatures must be obtained
thereon, and the completed form presented to thdogme’s immediate supervisor, before the
terminating employee shall collect any final pagrntination pay, severance pay, or other
employee benefits to which he or she might beledtit
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TERMINATION CHECRKLIST

Employee Name:

Date of Termination:

Nature of Termination: Resignation

(immediate supervisor Dismissal for Cause

please check one) Discharge for Unsatisfactory Performance

O OO &

Workforce Reduction

Returned Items (supervisor to specify, initial, anddate):

Keys

Computers

Software

Files

Tools

Equipment

Books

Documents

Other

We affirm that the terminating employee has surrené@red all Microcomm property to his or
her supervisor.
EMPLOYEE SUPERVISOR

Signature
Date
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