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Paid Time Off (“PTO”), Corporate/Non-Branch Affiliated Employees Only (Excluding
Corporate Employees Located in CA, CO, IL, LA, MA, ME, MT, NE, ND, RI, & PR)

CrossCountry Mortgage recognizes that employees will need paid time off (“PTO”) from work for
traditional vacation, personal time, and other purposes.

CrossCountry Mortgage Corporate employees who work forty (40) hours or more per week (“full-
time”) are eligible for PTO under this policy. However, the following employees are not eligible
to receive PTO, even if they work on a full-time basis:

e Employees such as Executive Sales Recruiters, Originating and Non-Originating Branch
Managers, Outside Loan Originators, California-based Inside Loan Originators, and any
employees who are party to an employment agreement wherein compensation is
determined by reference to commission, except for Inside Loan Originators located
outside of California. For purposes of this section, the Company considers employees who
work less than forty (40) hours per week to be “variable”.

Calendar Year One of Employment Only: During first year of employment, eligible Corporate
employees will be provided the following pro-rated amount of PTO based upon their date of hire,
which will become available for the employee’s use beginning on their 90 day of employment.

Date of Hire # of PTO Date of Hire # of PTO
Month Days Month Days
January 17 July 7
February 16 August 6

March 15 September 5

April 14 October 0

May 13 November 0

June 12 December 0

Calendar Year Two of Employment and Forward: Beginning with a Corporate employee’s first full
calendar year of employment, eligible Corporate employees will be provided 17 days (136 hours)
of PTO on January 1 for use during the calendar year in which the PTO becomes available.
However, eligible Corporate employees with greater length of service will be provided more PTO
days per calendar year. After their fourth consecutive full year, eligible Corporate employees will
be provided 22 days (176 hours) of PTO on January 1 for use during the calendar year in which
the PTO becomes available.

Years of Continuous |# of PTO Days (Allotment/Frontload)
Service
0-—4 Years 17 days (136 hours)
5+ Years 22 days (176 hours)
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PTO may be used for traditional vacation, personal time, or an employee’s own illness or injury.
Further, eligible employees who work in a state or local jurisdiction that requires the accrual and
use of Paid Sick Leave (PSL) may use PTO consistent with PSL provisions within the PSL policy. All
use of PTO is subject to the scheduling requirements and manager approval. CrossCountry
Mortgage grants PTO to eligible employees as an inducement to future service. PTO for eligible
employees only becomes available for the employee’s use beginning on their 90" day of
employment.

Employees are to request PTO through the online ADP Payroll and Human Resources platform at
least two (2) weeks prior to the desired date of PTO use. However, in emergency circumstances
employees must submit PTO requests as soon as reasonably practical. Management must
approve all non-emergency PTO requests prior to PTO usage. CrossCountry Mortgage requires
that employees use PTO in 1-hour increments.

CrossCountry Mortgage reserves the right to deny PTO in the event that other employees have
already scheduled PTO, the requesting employee’s absence would harm the business due to
multiple absences in one work group, and/or the requested employee’s absence would
negatively impact the ability of a work group to meet the demands of current or projected
workload. Please plan ahead!

Unless applicable law requires otherwise, employees may not rollover/carryover unused hours
of PTO into the following calendar year, except as specifically permitted in this policy. Employees
with 0-4 years of continuous service may rollover/carryover up to 32 hours of unused PTO into
the following calendar year. Employees with 5+ years of continuous service may
rollover/carryover up to 40 hours of unused PTO into the following calendar year.

Beyond the specifically permitted rollover/carryover amounts described above, this is a “use-it-
or-lose-it” policy—unused PTO in excess of these amounts will no longer be available to the
employee at the end of a calendar year. Similarly, unused PTO will be forfeited upon an
employee’s resignation or termination, for any reason, unless otherwise required by applicable
state law.

Please refer to Employee Handbook for more detail regarding PTO policy for Corporate/Non-
Branch Affiliated Employees Only (Excluding Corporate Employees located in CA, CO, IL, LA, MA,
ME, MT, NE, ND, RI, & PR).
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Paid Time Off (“PTO”), Branch-Affiliated/Non-Corporate Employees (Including
Corporate Employees Located in CA, CO, IL, LA, MA, ME, MT, NE, ND, RI, & PR)

CrossCountry Mortgage recognizes that employees will need paid time off (“PTO”) from work for
traditional vacation, personal time, and other purposes.

CrossCountry Mortgage employees who work forty (40) hours or more per week (“full-time”),
unless otherwise required under applicable state or local law, are eligible for PTO under this
policy. However, the following employees are not eligible to receive PTO, even if they work on a
full-time basis:

e Employees such as Executive Sales Recruiters, Originating and Non-Originating Branch
Managers, Outside Loan Originators, California-based Inside Loan Originators, and any
employees who are party to an employment agreement wherein compensation is
determined by reference to commission, except for Inside Loan Originators located
outside of California. For purposes of this section, the Company considers employees who
work less than forty (40) hours per week to be “variable”.

Eligible employees shall begin to accrue PTO hours as of their first day of employment and will
be subject to the accrual schedule based on years of continuous service illustrated in the chart
below.

Years of Continuous |Accrual Rate Maximum
Service Accrual Cap
0 -4 Years 5.23 hours PTO per bi-weekly pay period 168 hours
5+ Years* 6.77 hours PTO per bi-weekly pay period 216 hours

*CrossCountry Mortgage measures years of service based upon an employee’s anniversary date. For example, if an employee’s
first day of employment is March 1, 2020 the employee will achieve 5 years of service on March 1, 2025. Beginning on that date,
the employee will begin to accrue PTO at 6.77 hours per bi-weekly pay period.

Once an employee reaches the maximum accrual cap, the employee will cease accruing PTO
hours unless otherwise required under applicable state or local law. Accrual will resume once the
employee uses PTO hours and the employee’s PTO balance falls below the maximum accrual cap,
unless otherwise required under applicable state or local law.

PTO may be used for traditional vacation, personal time, or an employee’s own illness or injury.
Further, eligible employees who work in a state or local jurisdiction that requires the accrual and
use of Paid Sick Leave (PSL) may use PTO consistent with PSL provisions within the PSL policy. All
use of PTO is subject to scheduling requirements and manager approval. CrossCountry Mortgage
grants PTO to eligible employees as an inducement to future service. Unless otherwise required
by applicable law, PTO for eligible employees only becomes earned/vested and available for the
employee’s use beginning on their 90" day of employment.

Employees are to request PTO through the online ADP Payroll and Human Resources platform at
least two (2) weeks prior to the desired date of PTO use. However, in emergency circumstances
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employees must submit PTO requests as soon as reasonably practical. Management must
approve all non-emergency PTO requests prior to PTO usage. CrossCountry Mortgage requires
that employees use PTO in 1-hour increments.

CrossCountry Mortgage reserves the right to deny PTO in the event that other employees have
already scheduled PTO, the requesting employee’s absence would harm the business due to
multiple absences in one work group, and/or the requesting employee’s absence would
negatively impact the ability of a work group to meet the demands of the current or projected
workload. Please plan ahead!

Employees may rollover/carryover unused hours of PTO into the following calendar year. Unused
PTO will be forfeited upon an employee’s resignation or termination, for any reason, unless
otherwise required by applicable state law.

Please refer to Employee Handbook for more detail regarding PTO policy for Branch-
Affiliated/Non-Corporate Employees (Including Corporate Employees Located in CA, CO, IL, LA,
MA, ME, MT, NE, ND, RI, & PR).
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Paid Sick Leave (“PSL")

To the extent that applicable state or local laws mandate the accrual and use of Paid Sick Leave
(PSL), this policy is intended to ensure that all eligible full-time and part-time employees who
regularly work in those jurisdictions receive PSL in accordance with applicable law.

CrossCountry Mortgage employees may be eligible for PSL depending on their physical location.
Employees working in a location where applicable state and/or local law requires PSL shall receive
PSL according to those requirements.

For more information on those state and/or local jurisdictions where PSL is required, see
Employee Handbook, Appendix A. All full-time, part-time, and temporary employees who
regularly work in those jurisdictions may be eligible to accrue and use PSL. Please be advised that
Appendix A is provided for illustrative purposes only. Legal requirements pertaining to PSL may
change from time-to-time. Appendix A, as shown in the Employee Handbook, is also provided for
reference on the following page.

Full-time and part-time employees who regularly work in a state or local jurisdiction requiring
the accrual and use of PSL may be eligible to accrue PSL, beginning on the first day of
employment, according to applicable state or local law as shown in the Employee Handbook,
Appendix A.

Eligible employees may use accrued PSL beginning on their 90™ day of employment unless
otherwise required by applicable law. Eligible employees may use PSL to care for the medical
needs of themselves or their families, or where use is consistent with applicable state or local
paid leave requirements.

Abuse of PSL, including PSL mandated under state or local law, may result in disciplinary action
up to and including termination. Employees must use PSL in increments of at least one (1) hour.
If the need for PSL is foreseeable, employees should provide advance notice as soon as possible
under the circumstances, preferably at least seven (7) days in advance. If the need for PSL is not
foreseeable, employees should provide notice of the need for PSL as soon as possible under the
circumstances. The requesting employee is responsible for logging approved PSL hours through
the online ADP Payroll and Human Resources platform and must ensure that hours for PSL are
acknowledged by their direct manager.

PSL may be used during the annual period in which it is received. PSL that is unused at the end of
any benefit year will not carry over to subsequent benefit years, except where annual carryover
is required by applicable state or local law as illustrated in the Employee Handbook, Appendix A.
Further, unused PSL at the end of any benefit year or termination or resignation of employment
will not be paid out.

Please refer to Employee Handbook for more detail regarding PSL policy.
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Appendix A
Annual Maximum
Accrual Rate Maxinmum Accrual Carryover Anmmual Use
Arizona Statewide 1 hr. 935] hrs. |40 hours annually. |40 hours. |40 hours.
work
California Statewide 1 hr, 635} hrs. |48 hours total. 48 hours. |24 hours.
work
Berkeley, CA i1hr./gohrs. |72 hours total. Unlimited. |Unlimited.
worked
Emeryville, CA i1hr./gohrs. |72 hours total. 7ohours.  [Unlimited.
worked
Los Angeles, CA  |1hr./g0hrs. |72 hours total. 7o hours. |48 hours.
worked
Oakland, CA i1hr./gohrs. |72 hours total. 7ohours.  [Unlimited.
worked
San [iego, CA i1hr./gohrs. |Bo hours total. Bohours. |40 hours.
worked
San Franeisco, CA |1 hr./go0 hrs. |72 hours total. 7ohours.  (Unlimited.
worked
Santa Monica, CA [t1hr./sohrs. |72 hours total. 7ohours.  [Unlimited.
worked
West Hollywoodr, | .047hours of |48 hours Uptoa Unlimited.
CA Compensated |compensated time; So|maximum of
Leave for each |hours of 102 hours
hour worked; |uncompensated time. [compensated
0.030 hours of time; Bo
Uncompensate hours
d Leave for uncompensa
each hour ted time.
worked
Colorado® Statewide 1 hr, 935] hrs. |48 hours annually. |48 hours. |46 hours.
work
Connecticut? Statewide 1 hr. g&} hrs. |40 hours annually. |40 hours. |40 hours.
work
Mlinois Chicago/Cook Co., |1 hr. g&} hrs. |40 hours annually. |60 hours.e |40 hours.
IL work

7 Omly those employees not covered by section (I & J) above, are eligible for leave under
this section (K). The 46 hours of compensated time is to be used for vacation. The 8o hours of
uncompensated time is to be used for sick leave.

8 Eligible employees may use PSL immediately

upon accrual.

9 “service workers” (as statutorily identified by federal Standard Occupational
Classification System titles) are eligible for paid sick leave.

w Technically, employess in Chicago and Cook County may earry

over half their unmsed

PSL up to 20 hours. However, employees who are eligible for FMLA leave may also carryover up
to 40 hours of additional unused PSL for FMLA-eligible purposes. But an eligible employee who
carries over 40 hours of PSL for FMLA-eligible purposes, and uses it, may not use more than 2o
hours of additional PSL during the year.
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Accrual Rate Maximum Acernal

Maime Statewide 1hr./4ohrs. |40 hours annually. |40 hours. |40 hours.
worked
Marvland Statewide 1hr./aohrs. (40 hours annually |40 hours. |64 hours.
worked (total of 64 hours).
Montgomery Co., |1hr./qohrs. |56hours annually. |56 hours. (8o hours.
MD worked
Massachusetts  (Statewide 1hr./30hrs. |40 hours annually. |40 hours. |40 hours.
worked
Michigan= Statewide 1 hrﬁgcf hrs. |40 hours annually. (40 hours. |40 hours.
work:
Minnesota® Dnaluth, MIY 1hr./sohrs. |64 hours emnually. |40 hours. |40 hours,
worked
Minneapolis/St.  |[1hr./30 hrs. |48 hours annually |[Bohours.  |Unlimited.
Paul, MIT worked (total of 8o hours).
Nevadas Statewida 01023 hours |Unlimited at arate of 40 hours. |40 hours.
for each hour |o.01023 hours
worked accrued for each hour
of work performed.
New Jersev Statewide 1 hr. g&] hrs. |40 hours annually. |40 hours. |40 hours.
works
New Mexico Statewide 1 hrifgé] hrs. |Unlimited. Unlimited. |64 hours.
work:
New York- Statewide 1hr, 635} hrs. |50hours annually. |Unlimited. |50 hours.
work:
Oregon Statewide 1 hr.]{ 30 hrs. |40 hours annually. |40 hours. |40 hours.
worked

u The Maine statute is not technically a paid sick leave statute. It provides paid leave for

all purposes

= Exclusions apply, including but not limited to the following: Eligible Employee does
not include executive, administrative, and professional overtime exempt employees, variable
hour employess as defined by 26 CFR 54.4080H-1, individuals employed by an employer for o5
weeks or fewer in a calendar year for a job scheduled for 25 weeks or fewer, and those who work
on average less than o5 hours per weel.

13 The Company shall not take any adverse emplovment action or in any other manner
diseriminate against an employes because the employee has exercised in good faith the rights

rotected under the Duluth, Minneapolis, or St. Paul Sick and Safe Leave Ordinances. If you

Ee]ier.?e that you have been subject to a violation of the Duluth Sick and Safe Time Ordinance,
e City Clerk: 218-790-5500 - sicktimeinfo@duluthmn, gov -
www.duluthmn. gov/city-clerk/earned-sick-safe-time. Further, an employee’s remedy under the

voumay file a

Minneapolis Si

complaint with

t and Safe Leave Ordinance is to file a complaint with the Minneapolis

Department of Civil Riﬁlts. An employee seeking a remedy under the St. Paul Sick and Safe

Leave Ordinance may

Economic Opportunity or bring a civil action.
1 The Nevada statute is not technically a paid sick leave statute. It provides paid leave for

all purposes.

5 Ef'fg{ble employees may use PSL immediately upon accrual.
1 oot

ive as of July 1, 2022,

1 Eligible emplovess may use PSL immediately upon acernal.

e a complaint with the St. Paul Department of Human Rights and Equal
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Acernal Rate Maximmm Acerual

Maximmumn

Anmmal Use

if unless 100+
employees in DC).

Pennsylvania Alleghany County, (1hr./g5hrs. (40 hours total. 4o hours. |40 hours.
PAs worked
Philadelphia, PA |1 hr. ;;5: hrs. |40 hours annually. |40 hours. |40 hours.
work
Pittsburgh, PA 1 hr{g(f hrs. (40 hours annually. (40 hours. |40 hours.
work
Puerto Rico Statewide 1 day per 12 days annually |15 days. Same as
mo./at least  [(total of 27 days). maximum.
130 hrs.
worked
Rhode Island Statewide 1 hr]i‘gcllg hrs. |40 hours annually. |Unlimited. |40 hours.
work
[Vermont Statewide 1 hr, eEci? hrs. (40 hours annually. |40 hours. |40 hours.
work
Washington=» Statewide ihr./qohrs. |Unlimited. 4o hours.  [Unlimited.
worked
Seattle, WA 1hr./qo0hrs. [Unlimited. 72 hours.  |Unlimited.
worked
Washington, D.C. [Statewide ihr./g7hrs. (40 hours annually  (Same as Same as acerual
work: (56 hours annually |accrual cap. |cap.

# Effective as of December 15, 2021.
w Exeeutive, Administrative, and Professional emplovees, as those terms are defined by
Regulation No. 13 of the Minimum Wage Board of Puerto Rico, are excluded from this poliey.

= Employees in Washington w

leaves,

not be required to use PSL concurrently with other




