




Oracle employees are the single most imponant resource of the 
Company. Without the focused efforts of our unparnlleled, 
Company-wide team of outstanding performers Orucle could not 
have achieved so many successes. As an Orocle employee, you are 
pan of a unique group with whom you share intelligence, drive, 
dedication, and a commitmenllo quality and customer satisfaction . 

POLiClES AND PRACTICES 

Oracle employees pride themselves on their Individual 
capabilities and resourcefulness in realizlOg even the most 
difficult objectives. 10 encoumge IOdi\'iduallOiliali\'c and 
action. 'W"e strive 10 mmimize the number and scope of 
Company policies. 

1ne policies and Pl11CtJCCS set fonh In Ihls HandbooL appl)' 
to all U.S. employees of Oracle Corporation These 
poIK'ICS and practJCtS arc: not contracts . nd no contract IS 
Implied If a policy or prKtice 10 thIS Handbook is found 
to connict With any local , Slate, or (edemllaw. then that 
law will take precedence OY'Cr Omcle's policy or practice 10 

the area affected. 

FUTURE D1RECTIO S 

These pohc~ and practices Ire w.l.id IS of December I. 
1991. Naturally. they art subjCCt to change and will CYOlve 
OYer lime as the needs and obJCC1i\'cs or the Compan)' 
change. As you read and refer 10 thIS Employee Handbook, 
we expect that you will have ideas and suggcsllons. We 
welcome )'OUr comments by telephone. e-rnall note, letter, 
or even marked on II cop)' of pages (rom your Handbook. 



EMPLOYMENT-AT-WILL 

QUESTIONS 

Either you or Oracle may tenninate your employmem 
relnlionship 81 any lime ror any reason. No one at Orucle 
may make. unless specifically authorized in writing by the 
Board of Directors, any promise. express or implied. thai 
employmem is for any minimum or fixed lenn or that cause 
is required for termination of the employment relationship. 
This particular policy is not subject 10 change. 

Please contact Human Resources al e-mail userid HRINFO 
or the Human Resources Hotline with your commentS. 
suggestions, and questions. 
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WELCOME 

Congratulations on becoming an Oracle employee! We take pride in the high 
quality of our employees and are pleased to have you as a member of the Oracle 
team. 

ORACLE CULTURE 

Stlllng the bar blgh 

Oracle employees typically set extremely high goals ror themselves and then seek to 
exceed those goals. OUf corporate history or achievement is a tribute to each Oracle 
employee's willingness and ability to do so. 

Ttamwork .lind meeting commllmtnlS 

Working together as a learn with a common purpose and depending upon our 
teammates is essenliallo our continued SUCCC.$S. Consequently. we make and lake 
our commitments seriously. A!o a new Oracle employee, you need to consider each 
commitment you make carefully and, once made, rocl.lS .U your energies on meeting 
that commitment. Your management and peers are team males who can ohen help 
you ir you ask. Only by working together can we achieve our greatest potential. 

RtI~dinl onc another 

Personal growth and rewards are your goals and OUT goals for you. But 
accomplishments and rewards arc sweetest wben earned in a positive, [riendly. and 
supportive environment. We encourage you to thank those who help you and to 
respect the needs of your teammates and applaud their successes. 
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OUR TREATMENT OF YOU 

For aU employees, we encourage fair and equitable treatment, leadership and 
guidance, feedback on performance, career counseling, formal training, and job 
mobility within the Company. 

OUR OBJECTIVES 

Fair and equitable trutment 

We encourage fair and equitable treatment in conformance with our Affirmative 
Action and Equal Employment Opportunity policies. Additionally. you should be 
treated cheerfully, respectfully, and courteously. 

Leaders blp and guidance 

We encourage you to have a pre-scheduled, regular one-on-one meeLing with your 
manager. IJ you are Dot having regular ODe-on-one meetings, contact your 
manager's manager to arrange a ODe-on-one meering. 

Feedback on your pt.rformance 

We encourage you to solicit regular feedback on your performance. You and your 
manager should discuss your work methods, progress. and resulLS so tbat you can 
receive guidance on impro\'ing )'OUT produai\'ity. 

Carttr counseling 

We encourage you to seek career counseling. During your one-on-one meetings or 
as a part of your performance evaJuation, you and your manager should discuss your 
career objectives to determine strategies to help you attain your objectives. 

FOTmallraini ng 

We encourage )'Ou to obtain a minimum of one week of fonnallraining each ftscal 
year. You and your manager should agree upon a schedule and the type of training 
best suited to helping you allain )'Our career objectives. You can obtain formal 
training in internal training programs or external training paid for by the Company. 

J ob mobility 

We encourage you to move from one job to another ror which you are qualified 
through transfers or promotions as you build a career at Oracle. We realize thal it is 

• 
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in our interest to let you learn and expand your capabilities by working in dirrerent 
jobs within the Company. Your moving into a position tbat more closely meeu your 
evolving skills and intcrests, in which you can make your greatc:r;1 and moo 
enthWiiastic contribution, is an obvioWi benefit to both you and our Company. 

QUESTIONS 

Contact your manager ror more inrormalion . 
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OUR BUSINESS ETmCS 

We want to maintain and work in an environment of mutual respect according to 
the highest ethical standards. Consequently. we have set standards that we 
expect you to live up to in your relationships with other Oracle employees, our 
customers, suppliers, stockholders, the press, and government officials. 

PRACJ1CE 

Treating otbus n5pecttully 

We expect you to treal Oracle employees, customers, suppliers, stockholders, the 
press, government officials, and everyone else with whom you inte ract in your work 
with courtesy and rcspccl. 

Prot~cling conndtntial in rormation 

IU a byproduct of serving our customers, you may become aware of confidential 
customer informalion. Additionally, you may know non-pUblic Oracle information 
sucb as unannounced financial results or sales levels within part of the Company. 
Disclosure of such information may harm the Company and can place you in 
violation of securities laws. 

When you joined Oracle, you agreed not to disclose confidential information and 
signed a Proprietary Information Agreement. The obligations contained in your 
Proprietary Information Agreement continue throughout your employment and 
after you leave. 

While employed at Oracle you may gain special technical knowledge or be entrusted 
with limited access to certain internal or external computer systems or accounts. We 
expect you to exercise good judgement and to use your technical skills and the 
access you have been granted only to the extent necessary for your job. You should 
not access accounts or systems which you are not authorized to enler nor should you 
aid others in doing so. Using any special access you have been granted for malicious 
or capricious access La business or employee personal information is expressly 
prohibited. 

We expect thai you will nOI disclose confidential information. 

Giving gins 

We recognize thai accepted business practice and common courlesy sometimes 
require that entertainment, fa"ors, and small gifts be extended to prospects and 
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customers. Our navel and Entertainment policy defines the circumstances for 
wbich we reimburse you for such expenses. Beyond tbis. you may not offer or give 
commissions. gratuities., or otber payments., either openly or secretly, to prospects, 
customers, or government officials. 

In many cases, federal. state, local, and foreign laws Ind company rules exist 
concerning gifts. Oracle is bound to comply with those rules. by contract in many 
cases, and with aU laws. It is your responsibility to avoid violating these laws and 
roles. 

Moreover, we expect that you will not offer or give secret commissions, hidden 
gratuities, or confidential payments to third parties who might innuence prospects, 
customers., or government officials. 

Attf:pUng gll'h 

We eq>ed that you and members of your family will not accept gins, payments, 
favors., special considerations, discounts., or entertainment from customers., 
prospects., or suppliers beyond the common courtesies of accepted business 
practices. 

AbldJng by the law 

The policy of the Company is to abide by all applicable lav.os and government 
regulations. and we expect you to do the same. Explanation of laws and government 
regulations related to the Company's business may be obtained from the Legal 
Department. 

If you have been asked to engage in conduct which you believe violates any law or 
regulation (or is otherwise improper), or if you observe other employees engaged in 
such conduct, you should immediately notify the General Counsel. Disclosures will 
be treated confidentially 10 the extent possible, and appropriate corrective action 
shall be taken to ensure compliance with the applicable law or government 
regulation. No adverse aeLion shall be taken against you as a result of any such 
disclosure. 

QUESTIONS 

Contact Human Resources at e-mail userid HRINFO or the Legal Department at 
e-mail u.sc:rid LEGAL (or more informalion. 
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INSIDER TRADING 

We expect you to comply with federal and state securities laws and regulations 
forbidding trading in securities based on inside information and to comply with 
the guidelines set forth below when trading in Oracle securities. 

PRACTICE 

Legal requirement. 

Federal and state securities laws and regulations forbid trading in securities based 
on inside information. You expose yourself and Oracle to civil and criminal liability 
if you (including members of )'Our immediate family) trade in securities. including 
Oracle securities and Lhose of other companies. while you possess inside 
informalion gained through your work at Oracle, or if you provide others with inside 
information for their use in securities trading. Individuals can be liable for civil 
penalties of up to three times the gain in any trade (including profits made and 
losses avoided) as well as criminal fines of up to onc miUion dollars and prison terms 
of up to ten years. 

Rlnside infonnation- is information that is not available to tbe general pubUc and that 
couJd affect an investor's decisions aboul buying or selling the securities. Such 
information may be both positive and negative and may include, but is not limited to, 
information concerning earnings (e.g. revenues, operating profits. as weU as net 
income and earnings per share), a proposed merger or acquisition, significant 
financing transactions. changes in financial circumstances such as significant 
write-offs, a major new product or service, an important new contract, an intended 
offering of securities, potential litigation or other legal proceedings., or a significant 
change in lhe status of litigation or proceedings. 

'Trading~ includes the purchase, sale, or exercise of options in securities. 

'Securities" includes common stock, employee stock options. and CBOE (The 
Chicago Board Options Exchange) options. 

Trading on inside information can even include making a single purchase or sale, or 
engaging in or facilitating a pattern of transactions which might appear to take 
advantage of inside information possessed by others at Oracle. You need not 
actually use or rely on inside information, hut simply possess it at the lime of the 
trade, to be considered trading on inside information. Also,lhe number of shares or 
the dollar amounts involved need DOl be large. In addition, you need nOl hold the 
securilies directly to be considered trading OD inside information. It is enough that 
the securities are beneficially owned or controlled by or for you through family 
members, partnerships, trusts, or other such entities. 
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Cenual guidelines 

You should keep inside information confidential al all times and should nOI -tip· 
inside information to anyone. You should be particularly careFul about 
communicating any inrormation aboul Oracle 10 brokers and others involved in 
trading Oracle securities. 

IF you arc aware of inside information, you should not trade in Oracle securities and 
you sbould bold the inside information confidential until Oracle has disclosed it 10 
the general public through I press release, the press has circulated it, and im,-estors 
have had time to evaluate il. Generally, you should refrain from trading from tbe 
lime)'Ou become aware of the inside information until two fuUtrading days after 
Oracle has issued a press release disclosing tbe information. For example., if Oracle 
issues its press release on Thursday,)'Ou should refrain from trading until the 
following 1IJesday. 

-No lradlng- periods 

If you have access to earnings and revenue information, you should refrain from 
trading in Oracle securities during the following period of time: from the (irst day of 
the lase month of each quarter until two full trading days after Oracle releasc$ its 
earnings report for that quarter. For example, if Oracle issues a press release 
announcing earnings at close of market on Thesday,)'Ou should continue to refrain 
from trading until the market opens on Friday. 

Omc:ers Mnd directors 

Officers and direClors are subjeClto additional restrictions as described in the 
Oracle FInancial Policies manual. 

SPCC:UhlUve: transadions 

We strongly discourage)'Ou from cngaging in specUlative transactions in Oracle 
securities. such as short sales, pulS, caJls, straddles, or similar transactions. In most 
instances., such transactions provide none of tbe benefits of traditional stock 
ownership, and, in the case of ·short salcs,· represent a wager against Orade's 
succc:.ss. For these reasons, we request that you refrain from any short sale or from 
any purchase or sale or any put, caJl, straddle, or Olher publicly traded option in 
Oracle securities. This policy docs not apply to the exercise of any employee stoclc: 
options granted by Oracle. 

QUESTIONS 

ContaCllnvestor Relations at e-mail userid INVESTOR ror morc inrormation . 
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PERSONAL INFORMATION 

We collect and maintain personal and job-related information about our 
employees. We hold this information in confidence and reveal it only to those 
managers and external agencies with a verifiable need to know if we receive your 
prior written approval or if we are legally required to release the information. 

PRACflCE 

Release orpersooallnJormatJoD Co employees 

Human Resources regularly updates lists of employee home addresses and 
telepbone numbers in the Oracle Bulletin Board. Any employee can access this 
in(onnalion should the need arise to contact you at home. When you start work, you 
lell us wheLhcl" o r nOl you want Ihis information available to other employees. Let us 
know if you change your mind. 

Employment nrincaLiOD requests 

Human Resources cannOl release any information about you to external agenl$ 
without your written consent, except as required by law. Requestors can obtain 
verification or your employment by sending a leller or facsimile to Human 
Resources at headquarters. These requests need to be accompanied by your signed 
release authorizing Human Resources to verify your employment. Ir you would like 
to authorize the release of information over lite telephone, please contact Human 
Resources at e-mail userid H RINFO berore these agents contact Oracle. 

Pasl employmeal vtriritatlon requests 

Human Resources cannot release any inrormation regarding past employment to 
external agents without your written consent, except as required by law. With your 
written consent, we will veriry dates of employment, last position held, and final 
annual salary. Forward your authorization to Human Resources. Requestors can 
obtain verification of your employment, with your approval, by sending a letter or 
facsimile (0 Human Resources. 

Cbanges in personal information 

If your address, telephone number, name, or other personal inrormation changes, 
notify Human Resources by telephone or at e-mail userid HRINFO. It is your 
managers responsibility to nOlify Human Resources of approved changes to 
job-related information such as job litle, cost center, or salary. You may initiate such 
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changes by sending an c-rnail notc for your manager (0 pass on 10 HRINFO witb tbe 
appropriate approvals. 

QUESTIONS 

Contact Human Resources at c-rnail userid HRINFO for more information. 
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EQUAL EMPLOYMENT OPPORTUNITY 

Oracle is an equal opportunity employer. We believe in treating each employee 
and applicant for employment fairly and with dignity. We take personnel action 
on the basis of merit., experience, and potentiaJ, without regard to race, color, 
national origin, sex, marital status, age, religion, disability, sexual orientation, or 
Vietnam Era veteran status. 

Our policy applies to all phases of the employment relationship. Managers are 
responsible for implementing this policy within their areas of responsibility. 

PRACflCE 

Oracle'. pbllosophy 

We base our Equa1 Employment Opportunity policy on our philosophy that our 
employees and applicants for employment must be treated cqU-itably. We do not 
believe in discriminating based on personaJ preference or physical characteri.slics. 
Experience continues to confIrm our belief that it is a good business practice to bave 
personnel policies and practices with a strong commitment to equal employment 
opportunity. 

Reporting Indd~Dls 

Report any incidents of possible discrimination to Human Resources. Human 
Resources keeps such reports as confidential as possiblc and investigates thcm. 

QUESTIONS 

Contact your manager or Human Resources at Cornall userid HRINFO ror morc 
inrormalion. 
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AFFIRMATIVE ACfION 

The Company operates its own affirmative action program which demonstrates a 
good faith effort to balance internal representation of "protected classes" to 

, reflect their availabiHty in the external work force. 

We have pledged our unequivocal support of the goals of this program. 

Our policy applies to all phases of the employment relationship. Managers a,e 
responsible for implementing this policy within their areas of responsibility. 

PRACTICE 

What Is .mrrnallvc: action? 

Under affirmative action, we make a good faith cfforl10 increase the number of , 
qualified members of protected cla.sses in the pool of applicants we consider for a 
position. 

Whalls. 'protected dass·' 

A protected class is a group of people givcn certain protections under laws 
governing equal employment opportunity. Current classes include women, Blacks, 
Hispanics. Asians. American Natives, disabled persons, and veterans of the Vietnam 
era. 

Onde's program 

We have pledged our unequivocal support or tbe goals or this program, and provide 
the necessary support ror the complete and errective implementation or our 
affirmative action plans. We work actively to communicate the purpose or these 
plans, to assist managers in correcting under-repre.senlations or protected classes in 
the Company. and 10 create a climate or acceptance and understanding throughout 
Oracle. 

, Human Resources has our affirmative action plans on file, and provides inrormation 
on these plans as legally required to employees, customers, and governmental 
agencies. You can review tbese plans by appointment during normal business hours. 
Contact the Equal Employment Opportunity Officer in Human ResoUTce5 to set up 
an appointment. 
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QUESTIONS 

Contact your manager or Human Resources at e-mail userid HRINFO for more 
information. I: 
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~------------------------------------------------~ 
HARASSMENT 

Oracle does not allow harassment of any kind of any employee or applicant for 
employment. Our policy applies to all phases of the employment relationship. 
Managers are responsible for implementing this policy within their areas of 
responsibility. 

PRACTICE 

What Is h.rusm~nt? 

Unlawful harassment may take many forms, including verbal. visual. or physical 
conduCl that creates an unreasonable. hostile, or intimidating worlc environmcnL 
Harassment also includes any threats or demands to an employee or applicant !.hat 
such individual submit to sexual requests in order to obtain or keep a job, or 10 avoid 
any negative errect or obtain a positive effcct on an individual's employment with 
Oracle. 

Reporting Inddr.nLs 

Report any incidents of possible harassmcnllo Human Resources whether)'Ou are 
subjected to or wilness such behavior. Human Resources maintains the 
confidentiality of such reports to the extent possible. 

lav6t1gatlon and appropriate action 

Oracle acts promptly 10 investigate any allegations or harassmenl and, where the 
Comp.ny del ermines thai harassmenl has occurred, lakes 'ppropriale remedial 
action to correel the problem and to prevent any recurrence. Remedial action may 
indude discipline, up to lermination, or any individual who engages in harassment. 

QUESTIONS 

Contact your manager or Human Resources at e·mail userid HRINFO ror more 
inf'ormalion. 
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EMPLOYMENT ELIGIBILITY 

We are required by law to hire only United States citizens and those non-citizens 
authorized to work in tbe U.S. By law we must verify the identity and 
employment eligibility of eacb new employee and retain a completed federal 
government Form 1-9 verifying this on file. 

PRACTICE 

Obtalnlngyour Form 1-9 

You receive your Form 1-9 in your offer lentr packet. 

Completing Form 1-9 

Accurately complete your Form J·9 and submit iliD either Human Resources or 
your manager within three working days of your start of employment or you are 
ineligible to continue working for Oracle. 

Vulrying your Idenlity and employment ellglbllUy 

Ask any Oracle manager, Administrative Assistant, or Human ResoW'ccs employee 
to pbysica1ly review your identity and work eligibility documents and sign your Form 
1·9 before submitting it to Human Resources for filing. 

Filing Form 1-9 

Human Resources keeps your Form 1-9 on liIe. From time to time we may be 
audited for compliance wilb immigration laws by lhe Department of Labor or other 
government agencies. 

QUESTIONS 

Contact Human Resources al e-mail userid HRINFO for more informalion. 
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FULL TIME EMPLOYMENT 

You are a full time regular employee if you regularly work at least 30 hours per 
week, although the average full time regular Oracle employee works far in excess 
of this. 

PRACTICE 

These procedures apply to Oracle employees who regularly work at any Company 
location. Vendors, independent contraclors, agency temporaries, and contract 
service employees are nOI considered Oracle employees. 

Payroll 

We pay you a standard payroll check semimonthly less applicable deductions 
including federal, stale, and local income and payrolilu withholdings. 

Bt-odils 

Full time regular employees arc eligible for the complete Oracle bencfiLS program. 

Doc:umt:nlallon 

As. condition oC (uU lime regular employment. you sign tbe following documents: 

• Mutual -al will" offer leuer and employment agreement 
• Proprietary Information Agreement 
• Employment Eligibility Verification (Form 1-9) 
• Employee's Withholding Allowance Certificate (Form W·4) 
• Personal information sheets. 

Human Resources provides you these documents. 

QUESTIONS 

Contact Human Resources at e-maiJ userid HRINFO for more information. 
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PART TIME EMPLOYMENT 

You are a part time regular employee if you are scheduled ,to regularly work 
fewer than 30 hours per week. 

PRACTICE 

If you are hired as a part time regular employee, you may DOC. regularly work 30 or 
morc hours a week. You must apply for futi lime regular employee status to work 30 
or more hours a week. 

Payroll 

We pay you a standard payroll check semimonthly less applicable deductions 
including federal. state, and local income and payroll lax withholdings. 

Bendits 

We pay you for scheduled Oracle holidays, if you work al least six bours daily on the 
three work days before and three work days after the holiday. 

If you regularly work 20 hours or morc per week, you are eligible (0 participate in 
the Employee Stock Purchase Plan. If you were a full time regular employee witb 
stock options prior to going on part lime Slatos, the vesting of your options is tolled 
until such time as you may return as a full time regular employee. 

You are eligible to participate in Oracle's 401{k) Savings and Investment Plan. 

You are eligible for workers' compensation insurance. 

We do not provide you any other benefits or lime orr. 

Documentation 

As a condition of pari time regular employment, you sign the following documents: 

• Mutual-at will" offer leiter and employment agreement 
• Proprietary Information Agreement 
• Employment Eligibility Verification (Form 1-9) 
• Employee's Withholding Allowance Certificate (Form W-4) 
• Personal information sheets. 

Human Resources providt5 you these documents. 
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QUESTIONS 

Contact Human Resources at c-mall userid HR1NFO ror more informatio~. 
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TEMPORARY EMPLOYMENT 

You are a temporary employee if we bire you with a planned limit to the length 
of your employment. Temporary employees are generally summer hires, student 
interns, and those hired to complete a specific project. 

PRAGnCE 

Payroll 

We pay you a standard payroU check semimonthly less applicable deductions 
including federal, stale, and local income and payroll tax wilhboldings. 

Bt.Dcnls 

If you are a temporary employee scheduJed to work at least 30 hours per week, we 
pay you for a scheduled Oracle holiday. if you work at Icast eight hours daily on lhe 
three work days befon: and thrcc work days after the holiday. 

If you regularly work 20 hours or morc per week and five or more months per 
calendar year, you arc eligible to participate in the Employee Stock Purchase Plan. 
If you were a rulltime regular employee with stock options prior 10 going on 
temporary status, the vesting Dr your options is tolled unLiI you return as a rull Lime 
regular employee. 

You are eligible ror workers' compensaLion insurance. 

We do not provide you any other beneliLs or Lime off. 

Documentation 

As a condition or temporary employment, you sign the rollowing doc.umenLs: 

• Proprietary Inrormation Agreement 
• Employment Eligibility Verification (Form 1·9) 
• Employee's Withholding Allowance Certificate (Form W-4) 
• Personal information sbecLs. 

Human Resources provides you these documents. 

QUESTIONS 

Contact Human Resources at e·mail uscrid HRINFO ror more information. 
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IMMIGRATION 

As permitted by law, we hire people who are not United States ci tizens or 
permanent residents. Foreign nationals who are not permanent U.S. residents 
are required to have permission from the Immigration and Naturalization 
Service (INS) before starting work for Oracle. 

PRACTICE 

Starting work 

You may slart work once you have a work visa. If you ha\'c a Practical Training VISa, 
you may begin work immediately; otherwise you must wail until you receive an 
appropriate visa. 

Obtaining. visa 

Your manager can assist in obtaining a work visa for you in appropriate 
circumstances. However, it is your responsibility 10 initiate and manage your visa 
process. The process usually takes at least six weeks. Oracle gcneraJly pays rouline 
and necessary legal fees in connection with obtaining a visa. 

Obtaining permanent nsldt.nry 

You must wait Illeasl six months from the slart of your employment before you can 
apply for Labor Certilicalion. After six months of employment with Oracle, express 
)'Our interest in obtaining permanent residency to your manager. Your manager 
then contacts Human Resources 10 initiate the process. 

QUESTIONS 

Contact Human Resources at e·mail userid HRINFO for morc information. 
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NON-ORACLE EMPLOYMENT 

We strongly discourage you from seeking additional employment outside of 
Oracle. 

Before you accept outside employment. review the Proprietary Information 
Agreement that you signed when you joined Oracle. Be cenain that you will be 
able to uphold your responsibilities to Oracle throughout your additional 
employment; otherwise you should not accept such employment. 

PRACTICE 

Evaluating outside employment 

Avoid situations that might lead to absenteeism, tardiness, poor job performance, or 
inability to undertake work which may require overtime. We also strongly advise 
you nOl to accept employment thaI might result in a conflict of interest. such as 
working for onc of the Company's customers. sub--conlradors, or vendors. You may 
not accept employment from and begin working with a competitor while working at 
Oraclc. 

Reporting cmploymcnt 

If you do accept outside employment, inrorm your manager SO lbat you may work 
together 10 reduce poIenlial conflicts between your jobs. 

QUESTIONS 

Contact Human Resources at e·mail userid HRINFO for more information. 
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OPEN DOOR POLICY 

We believe your manager should address your ideas, problems, and concerns 
promptly, courteously, and fairly. We encourage you to speak openly with your 
manager to both prevent and quickly resolve difficulties. 

PRACflCE 

OptD doors 

All employees and all levels of management arc available to discuss your concerns. 
Jfyou feel your problem or idea warrants upper management review, do not hesitate 
to bring it to their attention. 

Open discussion 

You should feel ftee to candidly discuss complaints and concerns with your 
manager. Generally. thorough discussion of issues satisfactorily resolves job-related 
problems. 

Further consideration 

A Human Resources Manager is available to offer information and advice if your 
concerns are not resolved in open discussion with your manager and with your 
manager's manager. 

QUESTIONS 

Contact your manager or Human Resources at e-mail userid HRlNFO for more 
informauon. 
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FACILITIES 

We provide a high quality physical work environment in all Oracle field and 
headquarters offices. 

PRACflCE 

These procedures apply to aU beadquarters offices. Consult your Office Manager 
for locallicld office procedures. 

facility IIsslstance 

We assign a Facility Manager to each headquarters building. This individual 
coordinates all physical workplace and building services such as maintenance, 
janiloria~ building environment, and copier and facsimile service. Contact your 
Facility Manager if you need any assistance in these areas. You may reach your 
Facility Manager by telephone, or you may send an c-rnall note 10 the uscrid 
FACILITY. If your requc5t addresses lighting or temperature concerns, expedite 
your serncc request by sending an e-mail notelotheuscridPROPMGRdirectly. ln 
an emergency, conlact the reception staff, who can page the Facility Manager for 
you. 

Omce space usage lind rrlocations 

The Facility Manager coordinates all office space usage. Work through the Facility 
Manager when relocating or expanding your office spate. 

Orientation Ilnd training 

The Facility Manager can arrange basic training on facsimile, copier, or other 
standard equipment at your request. 

Resllluran.., 

We manage the restaurants at headquarters. which arc operated by our contractor, 
Bon Appctit. You may submit questions or comments by telephoning any of the 
cafes, or by sending an t·mail note to tbe userid BAPPETIT. Hours of operations 
arc posted at each cafe. 
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Catering 

Catering is bandled by our restaurants at headquarters. Contact any of them by 
telephone, or submil your requests to e--mail usc:rid BAPPETIT at least 48 hours in 
advance of your function. For catering al headquarters use only Bon Appelit. 

Fltntss Cc-nter 

Plano 

We manage the Fitness Center ror your enjoyment whether you are assigned to a 
headquarters location or use it whenever you are visiting. 

We maintain a Steinway grand piano in the lobby ofOP300 ror your usc. 

QUESTIONS 

Contact Facilities at e.mail userid FAcrUTY for more information. 
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SECURITY 

Due to our concern for your safety and (or the security of employee and 
corporate property, we limit vendor and visitor access within the Company. We 
also provide a security guard service for your personal safety. In addition, 
Security assists you in emergency situations, in reporting incidents. and in 
resolving lost and found issues. 

PRACflCE 

These procedures apply to all headquarters offices. Consuh your Office Manager 
for local field office procedures. 

Non-buslnus hours 

Each headquarters building has card key access. Contact c-mail u.'lCrid BADGE to 
obtain )'Our electronic card key after you begin work. You use your card to gain entry 
10 our offices during non-business hours. Your card "''Orks for designated security 
doors, and instructions for opening each door are posted ncar the access panel. Do 
not prop doors open or hold doors open after hours ror people you do nOl know. 
Note ~ted warnings about using doors that activate audible alarms. 

Do not lend your card key to anyone. Iryou misplacc your card key, contact 
Security at eomail userid SECURITY or the Security Hotline at oncc (0 obtain a 
new card key and deactivate your old onc. You are to return your card key to your 
manager, Security, or Human Resources when your Oracle employment ends. 

Guard service 

Security officers arc on duty24 hours a day at the headquarters racilities to assist 
employees. During random inspections or the racilities by officers, you may be 
required to identiry yourselr. 

Personal sarety 

Exercise caution outside all or our buildings, both lield and headquarters, during 
non·business hours. Do not hesitate to ask security personnel to escort you to your 
car or other headquarters building destinations. 
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Lost or missing items 

You are responsible for your personal property on all Company premises. We do nOl 
reimburse you in the event of thdt, loss, or destruction of your personal property. 
For lost and found questions, contact Security. 

Emergmclts 

The Oracle Corporate Thlepbone Directory contains emergency phone numbers, 
and additional emergency information is posted in Company mail locations. 

Reporting Incidents 

In case of loss, injury, or other incident, notify Facilities or Security immediately for 
belp completing an Incident Report. 

Borrowing Company equipment 

When you leave Oracle premises with Company equipment, be sure to sign it out at 
the front desk. 

QUESTIONS 

Contact Facilities at e-mail userid FACILITY or Security at e-mail userid 
SECURITY for more information. 
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PARKING 

We provide parking where practical for the convenience of employees and 
visitors. 

PRACTICE 

These procedures apply wherever Oracle provides parking. 

Wbert to park 

Park in the parking 101 specified for your orlice. Park in a handicapped or reserved 
parking spot only if you arc designated 10 do so. Keep parking spaces designated 
for visitors open for them. 

IUtgally parked nhldes 

Iryou park in front erred curbs or firc plugs, or in a bandicapped parking space 
without displaying an official bandicapped parking Slicker, you are illegally parked, 
and may be lowed or ticketed by the local police or fll"c department. 

Your responsibility 

You are responsible for your own car. We do not reimburse you in the event of loss, 
theft, or damage 10 vehicles parked or operated on the building premises, or for 
vehicles lowed or ticketed for illegal parking. Observe speed limits and stop signs at 
all Oracle racilities. 

Damagr rtports 

Ir loss, thert, or damage occurs to your car while it is on the building premises. file 
an Incident Report with Facilities. 

QUESTIONS 

Contact Facilities at e-mail userid FACILITY ror more inrormation. 
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NO SMOKING 

You may not smoke in any Oracle facility. 

PRACTICE 

We waDI to help you SlOp smoking 

We reimburse you for the reasonable cost of completing a program which will help 
you SlOp smoking. Send your program's bill directly to Human Resources for 
reimbursement. 

Field omce's and headquarters 

Non-smoking procedures apply to our field offices as well as headquarters. 
Managers in charge of each field office arc responsible for enforcing this policy and 
may designate limited smoking areas outside of the offices. 

QUESTIONS 

Contact Facilities at e-mail uscrid FACrLlTY or Human Resources at e-mai! userid 
HRINFO for morc information. 
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DRUG-FREE WORKPLACE 

We are vitally concerned about your good health and well-being. Human 
Resources is available to help if you or a fellow employee requires assistance or 
counseling concerning substance abuse. 

PRACTICE 

Federal rtqulre.mtnts 

The Drug-Free Workplace Act of 1988 requires us 10 provide a drug-Cree workplace 
in order to remain qualified to participate in our federal government contracts. The 
manufacture, distribution, dispensing, possession, or use of a controlled substance is 
prohibited in the workplace. In accordance willi federal requirements, you may be 
disciplined or terminated if you violate Ihis prohibition. 

As a condition of employment, we require you to do the following: 

• Comply with the terms oftbis drug-Cree workplace policy requiring 
thai you do nOl manufacture, distribute, dispense, possess. or usc 
illegal drugs in Lhe workplace 

• Notify tbe Director of Human Resources if you are conviCled of 
violating any aimina1 drug statute and the violation occurred in tbe 
workplace; you must notify us no later than five days after conviction. 

Alcohol consumption on Company premises or on Company business 

We are against the excessive consumption of alcohol. We expect you to exercise 
good judgement at all times. 

Employu assistance 

We orrer coverage through our medical plan ror treatment of substance abuse. 
Contact Human Resources ror assistance in identifying treatment programs. 
Human Resources will keep your request strictly confidential 

QUESTIONS 

Contact Human Resources at e·mail uscrid HRINFO ror more inrormation. 
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ORACLE FITNESS CENTER 

We are concerned about your good health and well·being and encourage you to 
keep fit with workouts at the Oracle Fitness Center. Open daily, the center 
features aerobics, weight room, indoor basketbaJl court. sand volleyball court, 
heated 25-meter lap pool, and more. The center also includes a large screen 
television, lounge area, and snack bar. 

PRACTICE 

Facilities manages the Fitness Center at headquarters which is operated by Reach. 

Wbo may use the Oracle fitness Center? 

The Oracle Filness Center is available to all regular Company employees, their 
guests, and sponsored independent contractors. Guests' hours are limited to allow 
greater access to employees. 

Oracle employers 

Oracle employees may use the Fitness Center (ree of charge. Employees 
receiVClrainiog on workout equipment, may use cwemighlloclccrs when 
available, and may participate in fitness assessments. 

Guests orOrade emplo)"'teS 

An Oracle employee may sponsor up to two monthly guests who are immediate 
family members or friends living at the same address. These guests may use the 
Fitness Center during guest hours for a monlhly fee per guest pass. The 
employee is to accompany his or her guest(s) for the first visit, and is required 
10 responsor the guest(s) monlhly. 

An Oracle employee may sponsor up 10 two daily guests for a fee per guest per 
visit during guest hours. Daily guests are to be accompanied by their employee 
sponsor at alltimcs. An employee may have a maximum of two daily guests and 
two monthly guests present al the Filness Center at anyone time. Daily guest 
passes are intended for cmployee spouse, family, and fricnd usc. 

The center is for Oracle employees and guests only. The sale of guest pass 
privileges or the sponsorship of outsiders for profit is deemed a theft of services. 
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Spoosorlng lDeelings at the Orade Fitness Center 

Any Oracle employee may sponsor meetinp or events at the Fitness Center, subject 
to a use fee. The employee schedules events or meetings with the Fitness Center 
Manager and is responsible (or ensuring that payment is made. 

QUESTIONS 

Contactlhe Fitness Center at eomail userid FITNESS or Facilities at cornail userid 
FACILITY for more information. 
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OFFICE MOVES 

Facilities manages Oracle's facilities budget, which includes all inter-building 
and intra-building moving expenses. As part of our efforts to reduce operating 
expenses, Facilities reviews all move requests to eliminate unnecessary moves. 

PRACfICE 

Move approval guideline. 

FaciJit.ies reviews all move requests, which may be approved if the move meets at 
least one of Lhe following criteria: 

Move proeti. 

• Relocation of groups and individuals from two or more building 
locations to consolidate a group into one location 

• Relocation of an individual as a result of a transfer, promO{ion, or 
other change in job status 

• Relocation of groups and indh.iduais as needed to implement a 
headquarters-wide strategic stacking plan. 

Moves involving fewer than five people: 

• Fill out a separate "Wuing Request Form" template on Oradc'Mail 
(or each person moving; attach )'Our managers approval with a 
detailed explanation or wby the move is necessary 

• Forward the "Waring Request Form- to e-mail userid WIRING and 
copy e-mail uscrid MOVES. 

Moves inVOlving groups of five or more people: 

• Manager selects a contact person for the group 
• Your group's contact person contacts your division's group space 

planner 
• Your group space planner reviews the request to determine ihhe 

move is feasible and necessary 
• Your contact person notifies the group of the approved move date 
• Wiring provides )'Our contact person with a Move Request Form 
• Your contact person returns the completed Move Request Form to 

Wiring 
• There is a two-week move moratorium after tbe move dale 

• Your contact person should notify the Facility Manager of any special 
requirements. 
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Bons 

Your Facility Manager provides moving instructions. labels, and boxes two days 
prior to the approved move date. 

QUESTIONS 

Contact Facilities at e-mail userid FACILITY or your Facility Manager for more 
information. 



OFFICE SUPPLIES 

You may order ordinary office supplies through our stockless office supply 
system. You may order product documentation and Oracle Corporate Telephone 
Directories through Oracle- Mail. Facilities provides you standard office 
furniture. All other approved office supplies and computer equipment may be 
ordered by your group's Purchasing Agent. 

PRACTICE 

These procedures apply to all headquarters offices. Consult your Office Manager 
for local fie ld office procedures. 

S tocld~S5 omce supply sys tem 

You may order everyday supplies such as pens, pencils, and nOlc pads by completing 
an office supply request form. Your manager, or other person with proper signing 
authority for your cost center, signs the request. Supply forms arc available in lite 
mail rooms. For supplies nOl included on the request form, please consult your 
Purchasing Agent. Orders are usuaUy delivered within 48 hours. 

Oracle documentation and collateral 

We regularly distribute Oracle product documentation and collateral. You may 
order product documentation and collateral by filling out the ·Ship Request Fonn­
template on Oracle-Mail. 

Corporate Telrphonc Dirrctorlrs 

Facilities pro"';des you an updated Oracle Corporate Telephone Directory several 
times a year. This directory contains phone numbers for all Oracle office localions 
and for all U.s. Oracle employees. This document is for your internal use on ly and 
contains Company confidential information. You are not to pro"';de a copy of the 
directory to any person who is not an Oracle employee. Please recycle your old 
directories. Return your directory when you leave the Company. Additional 
Corporate Telephone Directories may be ordered through Manufacturing and 
Distribution by filling out the ·Ship Request Fonn- template on Oracle-Mail. 

Furniture 

Facilities manages all furniture purchases. Please contact your Facility Manager 
regarding your furniture needs. 
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Other purcbases 

To make other approved purchases, including computer hardware aod soriwarc~. 
complete a purchase requisition. obtain appropriate manager approvals, and 
forward your requisition to the Purchasing Agent in your group. Contact Corporate 
Purchasing for tbe name of your group's Purchasing Agent. 

QUESTIONS 

Contact Corporate Purchasing or Facilities al e-mail userid FACILITY for more 
information. 
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WORKPLACE SAFETY AND HEALTH 

Oracle supports an aggressive, active safety and health program throughout all of 
its operations addressing the needs and concerns of both employees and visitors. 
We expect you to suppon our efforts in this area. 

PRACOCE 

Man&guotDt an d vnployee responsibilities 

Minimizing hazards and accidental injuries in the workplace is accomplished 
through a combined eITort between Oracle management and employees, You arc 
responsible for contributing to safety in Lhe workplace. 

Hnard Idenlln catiOD and aeddent prevention 

Report any unsafe conditions or practices in your work environment immediately to 
your manager or Human Resources Manager. We will eliminate or decrease any 
identified hazards as soon as reasonably possible. 

QUESTIONS 

Contact the Corporate Risk Manager or Human Resources al e·mail uscrid 
HRlNFO for morc information. 
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POST-INJURY OR ACCIDENT PROCEDURES 

Oracle assists you in the event of an employment-related injury or illness. 
Report any such injuries or illnesses immediately. 

PRACTICE 

Rtporting aD Injury 

Report any employment·related injury or illness to your manager and Human 
Resources Manager immediately. 

First aid kits 

Oracle maintains first aid kits (or your use in the event of minor injuries or iUnes.sc.s. 
Contact your Facility Manager or Office Manager (or the locaLion oflhe nearest first 
aid kit. 

Medical atten tion 

In the event of a more serious injury or illness, Oracle arranges for available medical 
care as soon as possible. 

Volunteu first alders 

Oracle headquarters maintains a learn of employee volunteers who arc trained and 
certified 10 provide first aid to injured persons in an emergency situation. Contact 
the Security Manager 10 access a volunteer first aider in the event of an injury or 
illness at a headquarters location. 

Evacuation procedures 

Evacuation routes and emergency exits are posted for eaeh noor at Oracle locations. 
Contact your Facility Manager or Office Manager for the location of this 
information. Become ramiliar with the roules and exits to be used in the event of an 
emergency. 

Emergency telephone numbers and inrormaUOD 

Consuh the Oracle Corporate Telephone Directory for a list of emergency 
telephone numbers, nearby hospitals, and medical clinics for the headquarters 
locations. Conlact your Office Manager for lhe local emergency information for 
field offices. 
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QUESTIONS 

Contact the Corporate Risk Manager or Human Resources at e-.mail userid 
HRINFO ror more. information. 
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HOUSEKEEPING AND MATERIAL HANDLING 

We endeavor to maintain safe and clean work environments at all facilities. We 
make arrangements for the handling of materials and equipment. Please 
maintain a safe and clean work area and use the resources we supply for material 
handling. 

PRACTICE 

Minlml:z.lng slip hazards 

We work to keep a1l noors dry and 10 clean up any spills immediately. Please assist 
in tbis effort. 

Minimizing trip hazards 

We work to keep hallways, stairways, exil.£, and exit signs unobstructed and suitably 
illuminated at all limes. We also work to maintain desks, cabinets. and equipment in 
an orderly and unifonn manner. Assist us in this effort by keeping your own work 
area unobstructed including closing desk and file drawers after each use. 

Minimizing fall bazords 

We work to keep the tops of cabinets frec of materials and siore heavy materials on 
low shelves. Please assist in this effort. 

Malt-rial handling 

We provide appropriate resources to reach, move, or carry materials or equipment. 
Use these resources if there is doubt as to your ability to reach or lift something. 
Contact Facilities to access these resources. Minimize the handling of less 
manageable materials or equipment by converting carrying tasks to pushing or 
pulling tasks wherever possible. 

Facility Inspections 

Oracle conducts periodic facility inspections to ensure lhat procedures are being 
followed and that the overall work environment is safe and clean. 
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QUESTIONS 

Contact the Corporate Risk Manager or Facilities at e-mall userid FAClLITY for 
more infonnaLioD. 
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WORK ENVIRONMENT SETUP 

Oracle provides you adjustable work stations and additional equipment 
necessary to make your work station comfortable. We assist you with work 
station adjustment procedures upon request. 

PRACflCE 

Recommtodtd work stalion setu p 

You may use the following recommendations (0 establish a comfortable setup. We 
believe thai these recommendations, compiled from external sources, are reliable; 
however, they may nOl. be correct or complete for your individual circumstances • 

Work staliOD ktyboard 

Al the recommended keyboard height, your upper arms should hang 
comfortably at your side forming 90 degree angles at the elbow. Your wrists 
should be relaxed and slraight with the forearm. Request a wrist rest if the 
keyboard is too thick. over two inches high at the home row. 

Work stallon scretn 

Glare and reflection may be conlrolled by c:Ieaning your screen, placing it 
perpendicular to tbe window, lowering tbe window blinds, turning off bright 
overhcad lights, using your screen's brigbtness and contrast controls, and 
adjusling its tilt. Request an anti-reflection filtcr or hood ir these methods rail 
10 acceptably reduce glare and renection. 

To reduce body slrain, tbe top orthe screen should be no higber than eye level. 
The recommended angle ror vicwing tbe screen is 10-20 degrees downward; tilt 
back the screen 10-20 dcgrees unless glare increases. Position the screen at a 
comrortable distance rrom your eyes, at least 16-24 inches. 

Glasses and contacts tbat rocus eyes at reading distances may lead to eye strain 
since most screens arc rurther away than normal reading distance. An 
intermediate-distance lens may hclp correct this situation. The use orbirocals 
may increase exposure to neck strains rrom repeated tilting back to see the 
screen. Consull your eye doctor ror advice. 
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Work station chair 

When seated, your thighs, shins. and reet should rorm right angles at the knees 
and ankles. U your chair is too high and your reel dangle, request a rootrest. 
The back or your chair may be adjusted to support the small or your back. 

Work methods 

Vary your position at your work station. Stretch and look away from the: screen 
periodically to reduce fatigue and tension. Alternate tasks during the day 
whenever possible. Take additional brca.ks to stretch and walk when using the 
computer for over two continuous hours. Perform simple wrist, neck, shoulder, 
back, finger, and hand exercises during breaks to reduce tension and stiffness. 

Standard .ddlUonal equlpmtnt available to you 

We provide wrist pads, foot rcsts, copy holders, anti-glare screens, and hoods upon 
request. Additional work station equipment wiU be provided if deemed appropriate 
by your manager. 

QUESTIONS 

Contad the Corporate Risk Manager or Human Resources at e-mail userid 
HR1NFO for more information . 
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ORACLE AND OUR COMMUNITY 

Oracle believes in upholding its responsibility to the communities and 
environment in which we work. We want you to be aware of Oracle's current 
programs dedicated to community and environmental contribution. 

PRACfICE 

Oracle Corporate Giving Program 

This program donates cash and/or software (0 many non·profit organizations, 
placing special focus on the environment, medical research, animal protection. and 
select humanitarian causes. 

Oracle Volunteers 

As a benefit 10 our employees., Oracle has formed a partnership with the Volunteer 
Center of San Mateo County. Oracle employees who are interested in volunteering 
and contributing to our communities can use Oracle Volunteers to be referred to a 
Bay Area volunteer organization which meets their interests and Lime schedules. 
Some areas of voluntccr work are: 

• Heallh care services 
• Environmental causes 
• Child and youth organil.3tions 
• Technology education. 

Contact Oracle Volunteers at e-mail uscrid VOLPROG for more information. 

Oracle Rrcycling 

This program coordinates recycling of cans, bottles, and plain paper at Oracle 
facilities and investigates the feasibility of other recycling efforts. Our annual 
recycling proceeds are contributed to Oracle's Corporate Giving Program. We 
encourage you to do your part by using t.be recycling receptacles located in your 
facility. 

Oracle Environmental Manuracturlng 

Oracle Manufacturing and Distribution is dedicated to selecting and working wit.b 
vendors who use environmentally sound practices in producing our products and 
coUateral. Equipment and materials used in the printing process of Oracle's 
manuals and packaging are environmentally safe and recyclable. 
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Oracle TransportatloD Project 

This project provides information to employees on participation in commute 
a1ternalives and ensures Oracle's compliance with local transportation ordinances. 

Oracle Commun ity Contribution Enots 

Employee events at Oracle combine community contribution, such as tree plantings 
and educational gatherings, with employee socia] functions. such as parties and 
picnics. These events are designed to be: low cost and linked to community 
participation, while providing our employees an opportunity for corporate gathering 
and fun. We offer Oracle Community Contribution Events only as corporate 
spending permits. 

QUESTIONS 

Contact Assistant, Office of the President for more information . 
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TRAVEL AND ENTERTAINMENT 

We reimburse you for reasonable, pre-approved travel and entertainment 
expenses you incur while conducting Company business. You are required to use 
Oracle navel for all your travel arrangements. Accounts Payable does not 
reimburse Expense Reports for airline tickets not purchased through Oracle 
Travel. 

PRACI'ICE 

Controlling travel c::osCs 

Wc cxped you to purchase travel services at the lowest possible cost consistent with 
our policies concerning class of service and normal travel planning. 

Arranging travd 

Oracle Travel bas a full staff of travel specialists available to arrange your 
reservations and deliver your tickets to you. Business hours are 6:00am - 6:00pm 
PST, Monday to Friday. A 24-hour emergency line is available. 

Class or service 

Use these guidelines to determine the class of service you may use and the 
corresponding reimbursement we make foUowing your trip: 

Air 

Our agents orrer you the lowcst available air (arcs applicable to your planned 
itinerary and consistent with our Travel and Entertainment policy. We expect 
you, when possible, to accept penalty fares on domestic and international 
nights. When your travel requirements allow, you arc obliged to accept free 
tickets 10 offsct business expenses if offered by Oracle Travel. At a minimum, 
we expect you 10 accept the lowest unrestricted coach rare on all domestic and 
international nights. We do not reimburse you for upgrades to business or first 
class on any nighl. 

Oracle Travel auempts to arrange your flight within a two-hour "window" (one 
bour on either side of your requested departure and arrival time). tr your travel 
plans are flexible, the agent will offer additional options based on lime of day 
and dale of travel to maximize your savings. 
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You may keep frequent nycr awards for your personal usc. You may nO( make 
air carrier decisions based on accumulating mileage awards. 

Hotel and hotd serncu 

We reimburse you for Lbe use of a single ocx:upancy room. When traveling to a 
city where Oraclc bas preferred hotel agreements, you are required to slay al 
these properties to take advantage of the negotiated discounts. If a property is 
not convenient to a client site or bas no vacancy, you may select a different 
hotel. Please refer to the preferred hotel directory within the Corporate 
Thlepbone Directory or ask the travel agent for Oracle's discounted rates at 
select properties. 

We do not reimburse you for -no shOW- charges, so be sure to cancel your 
reservation well in advance if your plans change. 

Laundry services are reimbursable only if you are traveling three days or longer. 

Thlephone calls made to your home or office are reimbursable. You should use 
your AT&T Corporate ca1ling card when making calls to eliminate hOlel 
telephone surcharges. 

Meals and entertainment 

Be conservative in choosing a restaurant. If you entertain customers and pick 
up the tab, explain a clear benefit to the Company on your Expense Report 
form. Whcn morc than one Oracle employee attends a business mcal, the most 
senior Oraclc employee should pay thc bill. 

The Company does not condone the excessive consumption of alcohol. We 
expect you to exercise good judgemenl at all times; we reimburse you for taxi 
fares inCUJTed while on Company business. 

Rental can 

Please consider ground transportation options before renting a cat. In many 
cases, public transportation, airport or hOlel shutLles, or taxi cabs offer 
opportunities for savings. You should not use a rental car unless il is cost 
effective or you need it to transport customers or equipment. We expect you to 
rent the smallest car type (sub-compact or compact) Lba' meets your needs. 

Oracle Travel bas preferred agreements with car rental agencies offering 
substantial savings off corporate car rental rates. These vendors provide free 
Loss Damage Wajver (LOW) and liability insurance with zero deductible in the 
case or an accident in the Conlinental United States, Canada, and Europe. You 
should waive the LDW and liability insurance when renling a car from a 
preferred vendor in the Continental U.s., Canada, and Europe. 
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When renling a car from a preferred vendor oUlSide the Continental U.S., 
Canada, and Europe, you should accept liability insurance but waive the LOW 
option. 

In the event of an accident. contact Oracle's Risk Manager. 

Airra~ refunds 

Airline tickets have cash valur. and should be treated as cash. 1b return a ticket for 
refund, you have the following oplions: 

To have the ticket voided, return the Licket to the issuing uavcl office by 3:00pm 
Friday of the same week. The entire transaction will be voided and no cbarge 
will be processed. 

If you mis. .. the Friday 3:00pm deadline, return tickets to the agency for a refund 
which will be credited 10 your American Express Corporate Card or personaJ 
credit card in six to eight weeks. 

Lost, slolen, or destroyed personal property 

You arc responsible for your personal property while traveling on company business. 
We do not reimburse you in the event of loss, theft, or destruction or your personal 
properly. 

Paying ror travel services 

You are responsible ror paymenl or travel services. You may obtain reimbursement 
rrom Oracle by submitting your Expense Report arler you have traveled. 

Get an Oracle credit card 

With your manager's approval, Oracle provides you an American Express 
Corporate Card. The Card is in your name and you are liable ror payment of all 
charges. Only annual rees ror the American Express Corporate Card are 
reimbursable by Oracle. We want you 10 obtain an American Express Corporate 
Card if you are traveling oU15ide or the U.S. 

As an American Express Corporate Card member, you are eligible ror the AT&T 
Corporate caJling card. We expect you to use your AT&T Corporate calling card to 
avoid hotel telephone ralcs. Whenever possible, you should dial direct. 

Ir you would like the joint American Express-AT&T application, contact Corporate 
Travel. 

53 

-



Processing your Expensc Report rorm 

You are required to submit your Expense Report within 30 days or incurring 
expenses. Accounts Payable processes Expense Reports once a week. Irthey 
receive your Expense Report by 9:00am Wednesday, they will reimburse you in t.he 
Friday check run. 

Exceptions 

Management Committee members approve exceptions to these policies. I( you wish 
to request an exception, discuss your situation with your manager who can in tum 
arrange for an exception request from your rcspcclive Management CommiUee 
member. 

Intuulional tranl medical emergencies 

In the event of an accident or hospitali7..ation abroad. please use your American 
Express Corporate Card to pay for these emergencies. You have unlimited credit on 
your card and can obtain medical referrals 24 hours a day. 

Reporting tnn·el problems 

Please report any problems with Oracle Travel directly to the Corporate Travel 
Manager. 

Compliance 

Oracle Travel notifies managers of any non-compliance with these Travel and 
Entertainment guidelines. 

QUESTIO S 

Conla;:( Oracle Travel at e-mail uscrid TRAVEL for more inrormation. 
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TRAVEL ADVANCES 

We provide cash advances to cover your travel expenses in emergency situations. 
To obtain a travel advance, submit a Check Request Form to Accou nts Payable. 

We place a 5500 limit on travel advances for each week of travel within the 
United States and a 51,000 limit for each week of international travel. You have 
30 days from the end of travel to submit an Expense Report to clear your 
advance. You may have no more than two outstanding travel advances at anyone 
time. 

PRACTICE 

Obtaining Cbeck Request Forms 

Obtain a Cbeck Request Form from an Admini.strative Assistant or from Accounts 
Payable. 

Completing Check Request Forms 

Complete all sections of the Check Request Form. Include the location and dates of 
your travel and specify "lravel Advance- as the purpose. Obtain an approval 
signature from your manager. 

Payment or travel advances 

Submit your completed Check Request Form (0 Accounts Payable by 5:00pm 
Wednesday for payment in the weekly Friday check run. If you wish to piek up yOUT 
advance personally rather than receive it in the mail. indicate so on the Check 
Request Form and provide a telephone number where we can reach you once your 
advance is ready. 

Cluring your Irani advance 

Submit an Expense ReporllO Accounts Payable wilhin 30 days of !.he end of your 
travel. Specify on the Expense Report (orm that the expenses are to be applied 
against your outstanding lravel advance. Accounts Payable then offsets your 
expenses against your lravel advance balance. 

If you do not sellie your travel advance within 30 days. Accounts Payable applies 
future Expense Report reimbursements against your outstanding advance until it is 
recovered. 
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Rd urniol excess tranl advances 

If your originaJ travel advance exceeded your expenses. make a check payable to 
Oracle Corporation for the difference and rorward it to Corporate Treasury. Write 
"-ravel Advance Repayment- in the memo section of )'Our cbedc. 

QUESTIONS 

Contact Accounts Payable at e-mail userid PAYABLE for more information . 
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EXPENSE REPORTS 

We reimburse you for approved expenses weekly. If you submit your complete, 
approved Expense Report to Accounts Payable by 9:00am Wednesday, we will 
reimburse you in the Friday check run. 

Submit your Expense Report as soon as possible, but within 30 days of incurring 
your expense. 

PRACTICE 

Obtaining Expense Report ronns 

Order Expense Report forms using office supply request forms available from your 
group's Administrative Assistant. 

Completing Expense Report forms 

Fill out your Oracle Expense Report form in detail. List the names of persons 
attending and describe tbe business discussed fo r aU business meal and 
entertainment expenses. Describe the purpose of alliravel expenses. 

Check the totals of all columns on tbe report. Convert column totals for 
intcrnalionall1'avel to U,S. dollars and clearly specify the conversion rale used for 
the calculation. 

Include onginal receipts with your Expense Report form for all charges greater than 
$25.00. Tape your receipts to sheets of8 1/2 x II" paper, make a copy for your 
records, and staple the originals to your Expense Report form. The only acceptable 
receipt for airfare is the aClual ticket voucher (the last coupon in your pack of 
tickets). You may nOl expense mileage, gas, or other automobile operating costs if 
you receive a monthly car allowance. 

If you have lost a receipt or have only a copy of a receipt, your manager must circle 
that expense and write ·OK to pay without origioal receipt- on the face of your 
Expense Report form. Obtain an approval signature from a manager who has 
sufficient signing authority to covcr the expense for the cost center you arc charging. 

Do not report relocation expenses on your Expense Report form. Obtain a Moving 
Expense Report form from Accounts Payable or your Human Resources Manager 
for this purpose. 



Payment or EXJ>t-n5e Reports 

Expense rcimbursemcnt checks arc mailcd to your home. 

Incomplete Expense Reports 

If you submit an incomplctc Expense Rcport to Accounts Payablc, we rcturn illo 
you with an cxplanation ofthc itcms you nccd to complctc. Wc rcimburse you whcn 
you resubmil your complcled Expense Rcport to Accounts Payable. 

If you submit your Expense Report to Accoun15 Payablc without the original 
rcccip15 for charges over S25.00, we rcimburse you only for the expenses you 
supported with receipts. We notify you of the unreimbursed items through an 
Oraclc·Mail ALERT message. We reimburse you for the previously unreimburSed 
itcms when you send original rcceiptS [0 Accoun15 Payable. 

QUESTIONS 

Cootact Accoun15 Payablc at c-mail userid PAYABLE for more information . 

.. 
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BUSINESS DRIVING INSURANCE 

We provide liability insurance automatically when you drive a rental car on 
Company business in the Continental United States. We provide liability and 
collision damage insurance when you drive a preferred vendor ren tal car on 
Company business in the Continental U .S., Canada, and Europe. 

Your Oracle cost center is responsible for collision damages to non-preferred 
vendor rental cars and collision damages to cars rented from preferred vendors 
outside the Continental U.S., Canada, and Europe. 

You provide your own Hability and collision damage insurance when driving your 
own caT on Company business. 

PRACTICE 

Renting 8 car on Company business in the Continental U.S. 

Follow these guidelines when renting a car on Company business in tbe Continental 
U.S., 

• Rent from a preferred vendor (Oracle Travel tells you who they are) 
• Reruse any additional insurance and deductible coverages. 

All car rental agencies automatically provide primary liability coverage for !.heir 
vehicles. We have arranged with our preferred vendors to provide free 
no-deductible insurance coverage for collision damage to rental cars (a free Loss 
Damage Waiver or LOW). If you have to use a non-preferred vendor, the Company 
assumes the risk for the collision damage deductible (typically SJ,OOO); in the event 
of an accident, your cost center will be responsible for damages up to the collision 
damage deductible. 

Renting a car on Company business In Canada and Europe 

Follow these guidelines when renting a car on Company business in Canada and 
Europe: 

• Rent from a preferred vendor (Oracle Travel tells you who they are) 
• Refuse any additional insurance and deductible coverages 
• If you have to use a non-preferred vendor, secure primary liability 

coverage; if the rental car agency docs not provide free Hability 
insurance coverage., purchase Lhe minimum liability insurance 
available. 
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We bave arranged \/lith our preferred vendors to provide free no-deductible 
insurance coverage for liability and for collision damage (0 rental can (a free 
LOW). If you use a nOD-preferred vendor, tbe Company assumes the rlsk for tbe 
collasioo damage deductible (typically S3,IXX»; in the event of an accident, your cost 
center will be respoiWble ror damages up (0 the collasion damage deductible. 

Rt.nUog8 C8r 00 Company business outside the Contiotntal U.S., Canada,.ad Europe 

Follow these guidelines when renting a car 00 Company business outside the 
Continental U.s .. Canada, and Europe: 

• Secure primary liability coverage; if" the rental car agency does not 
provide rree liability insurance coverage. purchase tbe minimum 
liability insurance available 

• Refuse additiona1 insurance and dcductible coverages. 

The Company assumes the risle for collision damages to rental cars; in the event of 
an accident, your cost center will be responsible for the collision damages. 

Lost, stoleD, or dtslrO~d penonal propt.rty 

You are responsible for your persona1 property while driving on Company business. 
We do nO( reimburse you in the event of loss, thert, or destruction of your personal 
property. 

In the tytnl or 8A 8cddent 08 Company busintss 

Notify the police to me a report and take all actions required by local law. Obtain 
the following information from all parties involved in the accident: 

• All information on drivers' licenses and insurance cards 
• The number of occupants in vehicles involved 
• The vc:hlcle malees, models, and license numbers 
• The names of anyone injured in tbe accident and a brief description of 

injuries 
• The names, addresses, and phone numbers of any witnesses. 

NOlify your manager and the Corporate Rasle Manager immediately. 

If you were driving a renta1 car at the time of the accident, contact the agency to file 
an accident report to activate their insurance coverage. H you were driving your 
own vehicle althe time of the accident.. we reimburse you for your insurance 
deductible. up to $500. The reimbursement is made through an Expense Report 
charged to your cost center. 
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QUESTIONS 

Conlact the Corporate Risk Manager or Human Resources at e·mail userid 
HRINFO for more information. 
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RELOCATION 

We pay for your relocation if you are a new employee only if we agreed to do so 
in writing as pan of your employment offer. 

We generally pay for your relocation if you are a current employee and we ask 
you to relocate for another assignment in the Company. 

PRACTICE 

What Is covered 

We pay Cor paclcing. moving. and unpacking of your household goods and 
lransportalioo DC you and your family. We also pay (or moving up to two cars from 
yoUt prior home to your new home. We select tbe moving company and pay Cor you 
to insure your belongings during the move period. However, we are not liable for 
damages incurred by the moving company. 

We may limit your relocation to a specific dollar amount as specified in your offer 
letter or transfcr request. 

Be sure 10 obtain your manager's approval or terms oC agreement before incurring 
any relocation expenses. Contad Human Resources Cor relocation guidelines and 
the name or Oracle's prererred moving company. 

~ymt:D1 or apcnses 

We pay tbe moving company directly ror moving expenses. Obtain a Moving 
Expense Report ronn rrom Human Resources or Accounts Payable and submit this 
to your manager ror all other previously approved relocation expenses. 

Tax consequencts 

Company-paid moving expenses are reported as income. Consult with your lax 
advisor on the poIentialtax consequences connected wilh your move. 

QUESTIONS 

Conlact Human Resources at e-mail userid HRINFO ror more inrormaLioo. 
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Medica1 and Dcnlal Benefits 
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MEDICAL AND DENTAL BENEFITS 

We insure you and certain of your dependents under our medical and dental 
benefits program, provided you are a full time regular employee. Coverage 
begins on your first day of employment. The Company reserves the right to 
charge you a portion of the benefits costs for you andlor your dependents. 

PRACTICE 

~1tdiealcovtrage 

We provide medical bcnelil,s at a minimum of 80% or reasonable and customary 
cbarges for the following: 

• Medicallreatmenl by a licensed physician 
• Hospital services, supplies, and semi.privatc room 
• Infertility trealment 
• Medical trealment by certain non-MD specialists 
• Nursing services 
• Prescribed medical equipment 
• Home health care 
• Ambulance service. 

In certain areas specific expenses will be covered at 100% when a preferred 
provider is used. Physical exams and well baby care are also covered at 100% less a 
$5 copaymcnt when a preferred provider is used. 

We provide medical benefits at 100% of reasonable and customary cbarges for the 
foUowing: 

• Diagnostic x-ray and lab services 
• Second surgical opinions. 

All eligible cmployees may select tbc medical benefits plan administered by Aetna 
Life Insurance Company. Employees in specified regions of the United States have 
the option of selecting a bealth maintenance organization (HMO), either Kaiser 
Foundation Health Plan or Harvard CommunilY Heahh Plan. 

Those who select the Aetna health plan have a $1,(XX),(XX) lifetime maximum in 
covered benefits expenses. HMO enrollees do not have a maximum coverage limit. 
The deductible and level of coverage for the Actna health plan vary according 10 
either your region of the country or tbe way you make usc of the plan. The HMOs 
have no deductibles. 

In December of each year Human Resources announc:e.s an open enrollment period 



during which you can switch benefits plans. New employees have two weeks Crom 
their start date to select a benefits plan. 

Dental c:onnge: 

We prcMde the CoUo-Mng coverage Cor dental benefits: 

• 100% of reasonable and customary charges Cor preventive care such 
as exams, cleaning. and specified :r.rays 

• 80% oC reasonable and customary charges Cor basic care such as 
fillings and simple extractions 

• 80% of reasonable and customary charges Cor major care such as 
bridgework, crowns, and dentures 

• 50% of reasonable and customary charges Cor orthodontic services. 

We provide you a maximum dental benefit of $1000 per person per calendar year. 
Orthodontic services have a S2(XX) lifetime maximum. You have a S2S deductible 
per year for yourself and each dependent, up to three persons, SO that your total 
deductible does not exceed $7S per Camily. The deductible does not apply to 
preventive care. 

Vision connge 

Those oC you who select Aetna have vision coverage with VISion Service Pian (VSP). 
You and your dependenlS each receive an eye examination and two pair of glasses or 
one set of contacts and one pair oC glasses every twelve monLhs. HMO parlicipanlS 
receive an annual eye examination through their HMO. 

Prnc:rlpllon drug c:ovuage 

Aetna and the HMOs have prescription drug programs which enable you to obtain 
prescription drugs from specified pharmacies (or a small copayment. 

Filing a claim 

When you file a claim with Actna, you or your doctor submit your doctors bill with 
the proper medical or dental (onn. Actna's customer service Healthline can answer 
claim· related questions. Oaim (onns are available from Human Resources, most 
receptionists. the Office Manager in your field office, and from Aetna's Healthline. 
Aetna reimburses you or your doctor for the amount covered and sends you an 
Explanation of BenefilS letter describing the amounts paid. 

Coordination of benefits 

If you or your dependents are covered by more than one insurance program, we 
expect you to oblain reimbursement only for the total amount or your expense. To 
avoid duplicate reimbursement, please Callow these steps; 

.. 



• Submit your personal claims to your Oracle insurance carrier first; 
submit the benefits statement you receive plus photocopies of 
itemized bills 10 your other insurance carrier next 

• Submit claims for spouses with their own insurance to their insurance 
carrier first; submit the benefits statement your spouse received plus 
photocopies of itemized bills to the Oracle carrier next 

• Submit claims for children covered by mUltiple insurance plans based 
upon the laws in your state; most states require you to submit rltst to 
the plan covering the parent with the earlie." birthdate (month and 
day) in a year; submit the benefits statements plus photocopies of 
itemized bills to the other insurance carrier neX!. 

ContJDuation or benefits 

Your coverage under our medical and dental (and vision if enrolled in the Aetna 
medical plan on the last day of your employment) benefits plan ends on the last day 
of your last month of employment with Oracle. You may elect to continue your and 
your dependents' medical, dental, and vision benefits for up to 18 months at your 
own expense by notifying Human Resources. You or your estate may continue 
coverage for your dependents for up to 36 months in the case of your death, divorce, 
or a child ceasing 10 be a dependent. In the case of total disability, you may be 
eligible to continue your medical benefits for up to 29 months. You or your estate 
has 60 days after the date your benefits would otherwise end to notify Human 
Resources of your decision to continue coverage. 

InlunaUooal travel medical emergency coverage 

Before you leave, contact. your Human Resources Manager for guidelines. 

QUESTIONS 

Please refer to your Employee Benefits Program packet for morc details. If you do 
DOl have an Employee Benefits Program packet, please contact. Human Resources 
at e·mail userid HRINFO. Due 10 the detailed nature of benefits and the variations 
in the medical plan from region 10 region, the packets provide the only complete 
and best detailed explanations of our benefits program. 



LIFE INSURANCE 

We insure you under our group life insurance policy provided you are a full time 
regular employee. 

PRACfICE 

Courage 

Your life insurance benefit is twice your annual compensation, to a minimum of 
$50,000 and I maximum of S3OO,ooo of insurance CO\'eragc. There is a double 
indemnity for accidental death or dismemberment. (Double indemnity means thai 
under specific circumstances the policy pays twice as much.) Your annual 
compensation includes )'Our base salary on the date of your death, plus your bonuses 
and commissions paid during the preceding U·monlh period. 

Obtaining conrage 

Complete the Benefits Enrollment Form seot to you with your Employee BeoefilS 
Program packet., and turn it in to your Human Resources Manager. We 
automatically insure you on the first day you begin work. 

CbaaglDg your bf.ocndary 

If you wish to change your beneficiary, contact Human Resources to obtain tbe 
proper (orm. 

Submitting a claim 

We submit a claim on your behalf in the event of your death or dismemberment. 

QUESTIONS 

Contact Human Resources at e-mail wend HRINFO for morc informalion . 
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SUPPLEMENTAL LIFE INSURANCE 

We enable you to purchase supplemental life insurance coverage at group rates 
provided you are a full time regular employee. 

PRACTICE 

Coverage 

You purchase supplemcl1lallife insurance in multiples of your earnings (100%, 
200%, or 300%). Earnings are determined by your base salary on October 1, plus 
your bonuses and commissions paid during the preceding 12-monlh period between 
October 1 and September 30. Supplemenlallife insurance premiums 8fC 

automatically deducted from your paycheck. 

Obtaining coverage 

You request an application form from your Human Resources Manager. Send the 
completed form 10 Human Resources by the enrollment deadline of December 15. 
Coverage begins January I. 

You cannot sign up for supplemental life insurance outside of the yearly open 
enrollment period unless you have a change in life event such as recent hiring. 
marriage., purchase of a home, or birth of a child. You have 30 days from the date of 
your change in life evcnllO apply for supplemental life insurance coverage. 

Chuglng your benendary 

If you wish to change your beneficiary, contact Human Resources to oblain the 
proper form. 

SubmlHlng a claim 

We submit a claim on your behalf in the event of your dealh or dismemberment. 

QUESTIONS 

Contact Human Resources at e-mail userid HRINFO for more information. 
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DISABILITY AND OTHER INSURANCE 

We insure you for long-term disability under our group disability insurance 
policy provided you are a full time regular employee. You are also eligible for 
workers' compensation and unemployment insurance. 

PRACTICE 

Long-lcrm disability 

You arc iruured under our group disability policy in tbe evenllbat you become 
permanently disabled. After 90 days of disability, this coverage provides you 
tWQ-thirds of your annual compensation each year until age 65, subject to a S5,<XX) 
maximum monthly payment. Your annual compensation includes salary, 
comm.Jssions, and bonuses. If you become disabled after age 62, you may be able to 
extend disability payments past age 65. 

Worktrs' compensation and unemp lo)ment Insurance 

You are eligible for workers' compensation and unemployment insurance as 
mandated by federal and state laws. 

Obta ining conragc 

We automaLically insure you once you begin work. 

QUESTIONS 

Contact Human Resources at t-rnail userid HRINFO ror more inrormalion. 
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DEPENDENT CARE REIMBURSEMENT PIAN 

We provide a Dependent Care Reimbursement Plan that allows you to set aside 
up to $5,000 of pre-tax compensation yearly for your child and dependent care 
expenses provided you are a full time regular employee. You should discuss this 
plan with your tax advisor. 

PRACTICE 

Eligibility 

Both you and your spouse are required to be working or going to school (ulllime to 
qualify. ICyou 8rc a single parent and work rulltime, you qualify. 

How II works 

Before each Plan year (January· December), you determine the amount you set 
aside (or the year. Each pay period, we deduct money from your paycheck. before 
computing your federal income taxes. We deduct this money before computing your 
state income taxes if allowed by your state. We deposit your contributions into an 
account for you. You request reimbursement by ming a claim. 

According to IRS regulations. you cannot revoke your participation in the Plan 
unles.s you have a change in family circumstance, such as marriage, divorce, death of 
a dependent, birth of a child, or termination of employment for your spouse. You 
have 30 days from the date of your change in family circumstance to change yout 
participation status. 

IRS regulations provide that at tbe close of the Plan year, you forfeit all unused 
funds set aside in a fund year. 

Filing a claim 

You submit a completed claim form and appropriate documentation to the F1exible 
Benefit Unit of our Plan Administrator. 

Finding out mort. abou t this benrJit 

You can obtain documents explaining this benefit in more detail from Human 
Resources. See your tax advisor if you have questions regarding the tax 
consequences of yout participation in this Plan. 
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QUESTIONS 

CoOLlct Human Resources at e-mail userid HRlNFO ror morc information. 
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FLEXIBLE WORK HOURS 

Flexible work hours allow you to work when you are sharpest and able to 
produce your highest quality and quantity of work. You may schedule your own 
work hours daily, subject to your department's limitations. 

PRACflCE 

Makt lbt most or your day 

Each onc of us has a different internal clock and may get more accomplished if we 
begin work earlier in the morning o r work into the evening or night. Flexible work 
bours allow you 10 work when you are al your best and organize your work schedule 
around this most productive lime. Flexible work hours also allow you to efficiently 
schedule personal business and commuting and to deal with emergencies around 
your responsibilities at work. 

Flexible hours don'C always apply 

Operating priorities in your department may limit tbe extent (0 which your work 
schedule is flexible. Your manager may modify your flexible work hours schedule 
ror the proper runctioning or your department. 

QUESTIONS 

Contact Human Resources at e-mail userid HRINFO for more information. 
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EMPLOYEE STOCK PURCHASE PLAN 

:a Our Employee Stock Purchase Plan permits you to purchase Oracie Common 
Stock at a discount from the market price. You are eligible to participate in the 
Plan if your customary employment is 20 hours or more per week and is five or 
more months per calendar year. You may contribute up to 10% of your cash 
compensation (salary, bonus, and commission) by enrolling in the Plan prior to 
any Offering Period. 

Investment in Oracle stock is speculative in nature, and you assume both the 
benefits and risks of ownership at the end of each Offering Period. 

PRACTICE 

OlTerlng periods 

There are two six-month Offering Periods per year, starting on October 1 and April 
1. The first day of each period is called the ·Orrering Dale· and the last day is called 
the "Exerclsc Date" or the · Purchase Date·, 

Purchase price 

Stock is sold under the Plan al 85% or the lower of: 

• The dosing sale price of Common Stock reported by the NASDAQ 
National Market Syslem on the last trading day berore the Offering 
Date; or 

• The closing sale price of Common Stock reported by the NASDAQ 
National Market System on Lhe last ltading day before the Exercise 
Date. 
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Limit 

For example: 

Stock price on 
day before 
Offering Date 

SIO.OO 

SIO.OO 

Stock price on 
day before 
Exercise Date 

SI2.50 

$1.50 

Purchase 
price 

SS.50 
(&5% o[SIO.OO) 

S6.38 
(&5% om.50) 

If the price of the Company's stock faxed on an Exercise Date is less than half the 
price on the corresponding Offering Date, you will be limited to buying twice the 
number of shares you would have been eligible to purchase had the price remained 
at the price on the Offering Date. 

Maximum contribution 

Per the Plan prospectus. you may not purchase shares undcr thc Plan at a ratc of 
more than $25,000 'NOrth of stock measured at the first day of the Offering Period in 
any calendar year. Because you pay only 85% of the fair market value; this means 
)'Ou may not conLribute more than $21,250 toward the purchase of stoclc under the 
Plan in a calendar year. Thus. the total amount of your contributions toward the 
purchase of stock: on March 31 (including contributions made beginning in O<:tober 
of the prior calendar year) plus your contributions toward the purchase of stock on 
September 30 cannot exceed $21,250. Any excess funds will be carried forward and 
accumulated with your c:onLributions during tbe next Offering Period. 

Eligibility 

You may participate in the Plan if you are an emplo)'ee of the Company or one of ilS 
subsidiaries approved by the Board of Directors for this benefit, and you regularly 
'NOrk at least 20 hours per week and five months per year. 

Enrollment 

Complete an enrollment form available from Investor Relations. You may enroll in 
either Offering Period (beginning in October or April) of any year, provided that 
)'Our enrollment form is received by Investor Relations no later than the 15th day of 
the preceding month. For example, if you wish 10 participate starting October 1, you 
must Iwn in your form by September 15. 
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Payroll deductions 

You may increase the amount being withheld from your paycheck (up to )0%) only 
at the beginning oC each Offering Period. You may decrease the amount withheld at 
that time or only once: during the six·month Offering Period. You may cance:l your 
participation at any time by returning to Investor Relations an enrollment form 
indicating your intel'ltion to withdraw. If the Corm is received before the 15th day of 
the last month oC the Offering Period, the entire amount deducted during the period 
will be reCunded. If you miss the deadline, the amount that has been deducted will 
be used to purchase stock, and your participation in the Plan will terminate at the 
beginning oC the next Offering Period. 

Rtc:elpt or stock 

After we purchase your stock, we deposit it with the Plan Broker, who notifies you 
of the number ef shares you purchased. The shares will be delivered to the Plan 
Broker as prcmptly as practicable after the Exercise Date cr each Offering Period. 
You will no( be able (0 sell or transfer yeur shares until the shares have been 
received by the Plan Broker. If you want to receive a stock certificate, you must 
request it from tbe broker. You may instruct the breker 10 sell your stock. You pay 
a reduced commission to tbe broker when you sell your slock. Contact Investor 
Relations for tbe name and number of our Plan Broker. 

lax C:ODsequtncu 

There are 1'11'1 tax consequences at the time cr acquiring Employee Stock Purchase 
Plan stock under current U.s. tax law. The disposition (including sale and gift) is a 
taxable transaction. Please consull your personal tax advisor if you have questions 
regarding tbe tax consequences fer yeu. 

AddlUonallnfonnoClon 

You may obtain a copy of the Employee Stock Purchase Plan prospectus at any time 
from Investor Relations. It contains a detailed description of the Employee Stock 
Purchase Plan along with answers to frequently asked questions. 

QUESTIONS 

Contact Investor Relaticns at e·mail userid INVESTOR for more information. 



401 (k) RETIREMENT PLAN 

You may contribute up 10 the lesser of 15% o£your annual compensation or the 
legal maximum amount ($8,475 in 1991) to the Oracle 401(k) Savings and 
Investment Plan provided you are a regular employee. Your contribution 
reduces your taxable income for both federal and state income tax purposes 
(except in the state of Pennsylvania). We pay the fund service Plan 
administration fees to our trustee Merrill Lynch and our record keeper Hewitt 
Associates. 

I 
PRACflCE 

EnrollWf;ol 

You may enroll at any time. Your participation is crrective on the first day oClbe 
next calendar quarter (January 1, April I, July 1, or October 1) if you enroll by the 
15th day of the month prior to the first day of the quarter (December tS, March IS, 

, 

June 15, or September 15). 

You can conLribute up to 15% in ODC percent incremenlS of your annual 
compensation. or a legal maximum amount per calendar year to the plan., whichever 
is less. Compensation includes salary, bonuses. and commissions. Your 401(k) ~ 

contribution is deducted from your pre·tax paycheck; you cannot send a personal 
check to deposit io your 401(k) acc:ount. 

You can discontinue or change your conlribUlioo perccntage at any time. However, 
you must wait at least three months before restarting or changjng your contributions 
again. Exceptions may be made to this rule based on financial hardship. You may 
change investment selections on a quarterly basis. 

Allocations 

You can aUocate your 401{k) contributions to one or more investment funds (current 
maximum of five) . Each allocation must be no less than 10% of your contributions 
and in a multiple of 10%. Total allocations must equal 100%. 
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Investment 0pUODS 

Your currcol401(k) investment options are: 

• Merrill Lynch Guaranteed Fund 
• Merrill Lynch Institutional Fund 
• Merrill Lynch Capital Fund 
• Merrill Lynch Pacific Fund 
• Oracle Stock Investment Option. 

You can obtain • prospectus and additional information on each of these options 
from Merrill Lynch. We pay all fund service and Plan administration fees. You pay 
no transaction costs for investing in Merrill Lynch funds and pay ten cents a share 
for Oracle Stock transactions. 

BeDdilstatemcnts 

You receive quarterly statements detailing the activity in your account. These 
statements are generally mailed within two months artcr the end of a calendar year 
quarter. 

Rollovers 

If you participated in a qualified 401(k) plan with your previous employer, you can 
roll over the entire pre-Lax amount into our 401(k) Plan. You must deposit these 
funds in our Plan within 60 days of their distribution rrom your previous plan in 
order to avoid taxes and penalties. Be sure to allow time ror processing. Berore 
rolling your money into Oracle Corporation's 401(k) Savings and Investment Plan, 
especially ir you intend to roll it into one or the riskier runds (Capital, Paciric or 
Oracle Stock), contact Merrill Lynch to discuss how your rollover will be valued. 
See your lax advisor ror the tax consequences of a rollover. 

If you wish to execute a rollover, you may do so by submitting a check made out to 
Merrill Lynch Trust Company and a completed 401(k) Plan rollover application, 
together witb documentation which confl([ns tbe following: 

• Tbe funds were from a qualiried 4Ot(k) plan 
• The date the funds were distributed to you 
• The amount distributed and eligible for rollover 
• The name and phone number of your previous cmployer's 401(k) plan 

administrator. 

You can execute rollovers at any time, but caDnot begin new contributions to the 
Oracle 401(k) Plan until the next regularly scheduled enrollment period. 
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Loa .. 

You can borrow from your 401(k) account to meet needs caused by tbe following: 

• Repair, renovation, or expenses relating to the purcbase of your 
primary residence 

• Educational expenses for your or your dependents 
• Medical expenses unreimbursed by your health insurance plan. (or 

you or your dependents 
• Expenses due to the death of a family member. 

To apply (or a loan. complete a loan application and submit proof of Deed of the 
loan (e.g. medical or tuition bills, the purchase contract and receipt (or deposit for a 
home purchase). 

Some other key ruJes about loans from your 401(k) account are: 

• You may request a loan no more than once in any 12-monlh period 
and only one loan may be outstanding at any lime 

• The minimum loan amount is $1,000 and tbe maximum is S50,OOO 
• The amount of your loan is subject (0 tbe (ollowing limitations: 

Atrounl Bala nce 

Under $2,000 

52,000 to $100,000 

Ove, $100,000 

Maximum Loap 

No loan available 

SO% or your las.! processed account balance 

s.so,OOlIes.s tbe excess of the highest ouwanding 
loan balance of the last 12 months O"Ier the outstanding 
loan balance on tbe date the loan is made. 

The maximum term (or a loan is five year" unless it is. borne loan., for whieh the 
term may be ten years. 

The interest rate you pay for a loan is two points above the Eleventh District Cost of 
Funds on the day )'Our loan is proc:essed. 

You must repay )'Our loan througb payroll deductions. 

If you leave Oracle. )'Our outstanding loan balance, including ac:c:rued interest, is 
immediately due and payable. You will be permitted to repay your outstanding loan 
balance or such balance will be repaid from your account and you will owe taxes aD 
it. It may also be subject to a 10% penalty tax for early withdrawal; in some states 
additioDaI penalties may apply. 

82 



Il 

• • • 
I 

• 
II 

• • • 
• 
I 

I 

• 
I 

I 

I 

I 

I 

I 

I 
iI 
:. 
:. 
if 

Withdrawals 

You maywilbdraw your funds from the 401(k) Plan only if you take normal or 
disability retirement, incur a [mancial hardship, reach age 591/2, leave the 
Company, or die while employed. 

Normal or disability retirement 

When you retire (age 65 or permanently disabled), you can withdraw your funds 
as a lump sum or in annual installments. 

Financial hardship 

You may withdraw funds if you incur a flnanciaJ hardship because of 
unrcimbursed medical expenses for you or your dependents, expenses directly 
relating to the purchase of your primary residence. preventing eviction from or 
foreclosure on your primary residence, or paying tuition and related expenses 
for the next 12 months of posHccondary education fo r you or your dependents. 
The withdrawal cannot exceed the need. You must pay a 10% penalty as wen as 
income laxes on a hardship withdrawal. In some slates additional penalties may 
apply. See your tax advisor for specific tax consequences. 

Age 59-I/.! 

If you reach age 59·1/2 and have not terminated employment with Oracle, you 
may request a distribution from your 401 (k) Plan account by submiuing a 
distribution form. You are not subject to a penalty, but may have to pay income 
taxes on tbe amount you withdraw. 

Severance 

If you leave the Company, your 401(k) account is closed to further 
contributions. You submit a distribution form specifying your preferred method 
of payment and withholding elections fo r federa1 and state income Laxes. If you 
do noL roll these funds over into an IRA or into your new employer's 401(k) 
Plan within 60 days from distribution, your funds are subject to a 10% penalty 
and income taxes. tn some states additional penalties may apply. See your tax 
advisor for specific tax consequences to you. Generally distributions are made 
within eight weeks after the beginning of tbe calendar quarter fo llowing the 
calendar quarter in which you return your distribution form. For example, if 
you terminate employment and return your distribution form on February 1, 
1991, you will generally receive your distribution within eight weeks after April 
I, 1991. 
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Otath wbllt: t:mplo~d 

If you die while employed by Oracle, all funds in your account are distributed to 
your beneficiary. Jr you are married, your spouse is your beneficiary unlcss your 
spouse consented in 'Nriling to another beneficiary. 

lax c:oaSt:queactJ 

See your tax advisor if you have any questions regarding the tax consequences of 
your participation in the 4OI(k) Savings and Investment Plan. 

QUESTIONS 

Contact Human Resources at e-mail userid HRINFO for more information . 
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TIME OFF FROM WORK BENEFITS 

Vacation ........ _ . . . . . . . • • . . 

Holidays ......• . • . •••.•.• • .. 

Sick Leave ..... 

Medica] Leave . . . . 

Maternity Leave .. . 

Jury Duty ... . . . 

Military Leave . . . . 

Bereavement Leave . 

Personal Leave 

. . . . . . . . 
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VACATION 

If you are a full time reguJar employee, you accrue ten days of vacation per year 
for the first three years of employment (prorated by length of employment 
during each year you are with the Company). 

If you are a full time regular employee and have completed your third year of full 
time regular employment, you accrue 15 days of vacation per year (prorated by 
length of employment during each year you are with the Company). 

PRACTICE 

Schtdullng ncatlon 

Schedule your vacation any lime during the year, with your manager's approval. 

Accruing "acation 

Uyou do not use all oCyour vacation Lime during a year, you may carry over your 
vacation according to lhe following rules: 

• If you have been a full time regular employee for three years or less, 
you can accrue up to 15 days of vacation 

• If you have been a full time regular employee more than three years. 
you can accrue up to 23 days of vacation. 

Once you reach these maximums. you cease accruing vacation lime until you reduce 
your vacation balance by laking a vacation and reporting the vacation hours that you 
use to Payroll. 

Should your employment at Oracle terminate, compensation ror your accrued 
vacation is included in your final paycheck. H we have advanced you unaccrued 
vacation, we deduct this amount from your final paycheck. (Note that accrued 
vacation does not extend your termination date.) 

Reporting vacaliop 

H you work in an exempt position, report vacation hours taken to your cost center 
manager. Yopr cost center manager reports vacation hours taken to PayroU (e-mail 
userid TIMERPi). 

Ir you work in a Don-exempt position you should report vacation hours taken on 
your weekly timesheel. 
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QUESTIONS 

CoDtld Human Resources at e-mail userid HRINFO for more information. 
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HOLIDAYS 

We offer full time regular employees ten paid holidays a year. Seven of these are 
scheduled and three are floating holidays. 

See our Part Time Employment and Temporary Employment policies for 
information on paid holidays for part time and temporary employees. 

PRACTICE 

Sched uled paid holidays 

• New Year's Day 
• Memorial Day 
• (ndependence Day 
• Labor Day 
• Thanksgiving (2 days) 
• Christmas 

Floating holidays 

Ln addition to the paid holidays listed above, we offer three floating holidays per 
year for you to choose yourself. Like vacation, you should schedule your floating 
holidays in adY8I1cc with your manager. AoatiDg holidays do not carry over to the 
following calendar ~; use them before each year's end. 

During your first calendar year with the Company. you arc entitled to a prorated 
number of floaling holidays depending on your hire date. 

Hire Dale On or Before: 

QUESTIONS 

April 30 
Augusl3 1 
December 1 

Number of Floaling Holidays: 

3 
2 
1 

Contact Human Resources at e·mail uscrid HRI.NFO for morc information. 
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SICK LEAVE 

If you are a full time regular employee, we pay you your normal salary if you are 
unable to work fo r short periods because of illness or personaJ health 
emergencies. 

PRACTICE 

lIIoclS and persona l bealth emcrgcociu 

Sick leave is applicable only when you arc unable to work for a period of one week 
or less because of illness or a personal health emergency experienced by you or by a 
member of your immediate family or household if your altention is vitally important 
under the circu.mst.ances. Absences of over one week are covered by our Personal 
Leave or Medical Leave Policy. 

Requesting sick lean 

Notify )'Our manager of your leave as soon as possible. 

QUESTIONS 

Contact Human Resources at e-mail userid HRlNFO for more informalion . 
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MEDICAL LEAVE 

You may take up to eight weeks, in a rolling twelve-month period, of paid 
medical leave if you are unable to work for medical reasons and have completed 
at least six months of continuous, full time regular employment. Your medical 
and dental coverage continues during a medical leave. The vesting of your stock 
options is tolled, and car a110wance and draw payments are not made during 
medical leave. 

If you are unable to return to work for an extended period (90 days or longer), 
you are to apply for long-term disability benefits. 

PRACTICE 

Requesting a medical lean 

Request a medica1lcave as soon as possible before it begins. Your request is to 
include a wriUcn statement from your doctor estimating the period of lime you need 
to be away (rom work. Obtain the approval of your manager and forward the 
approved request to Human Resources. 

Taking a medical leave 

Once Human Resources records your medicallcave. you take it at the time 
recommended by your doctor. Notify your manager and Human Resources before 
you begin your leave. Make sure you lell your manager and Human Resources bow 
10 cootact you during your leave. 

Payment during a medical leave 

You receive your base salary during medical leave. If you are on a sales 
compensation plan, your compensation plan and quota may be adjusled to take into 
account your leave. You are generally not eligible for commissions or bonuses on 
business that closes while you are on leave. ConlaCl Human Resources to discuss 
your compensation plan. 

Short-term disability coverage 

California and some other states provide disability pay at a percentage of your 
salary. If you live in a state providing such coverage, we assist you in obtaining 
payment and deduct the amouot you are due from lhe state Crom your normal 
paychccks. 
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Lona-term dlubUily t:overagt 

We provide long-term disability insurance for fuU time reguJar employees. If you are 
disabled for more Lhaa 90 days. you may qualify ror a disability benefit o( ~Lbirds 
of your base salary. ContaCl Hwnan Resources rot more informalion and forms to 
apply for long-term disabilitybcaefits (see Disability and Other Insurance (ot 
informatioD on long-term disability benefits). 

Rdurulna to work 

You may return to work when your doctor determines you are able. Submit a written 
statemeot (rom your doctor to Human Resources, itating that you arc able to work. 
When you return, we will do e'lel)thing reasonably possible to reinstate you in your 
original position or a substantially similar positiOD. 

QUESTIONS 

Conlact Human Resources al e-mail u.serid H RINFO for more information. 
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MATERNITY LEAVE 

You may take up to eight weeks of paid maternity leave if you are disabled due to 
pregnancy, child birth, or related medical conditions and you have completed at 
least six months of continuous, full time regular employment. Your medical and 
dental coverage continues during a maternity leave. The vesting of your stock 
options is tolled, and car allowance and draw payments are not made during 
maternity leave. 

PRACTICE 

Requesting 8 maternity leave 

Request a maternity leave weU in advance. Provide Human Resources with a wrilten 
statement from your doctor estimating the amount of lime you need to be away from 
work. 

Taking a maternity leave 

You may work until your doctor slates that you arc physica11y unable 10 continue. 
You may begin your maternity leave at any time deemed necessary by your doctor. 
For example, if you arc disabled due to pregnancy, you may take two weeks off 
before delivery and six weeks after. Your maternity leave begins when you stop 
working. Notify your manager and Human Resources before you begin your leave. 
Make sure you tell your manager and Human Resources how to contact you during 
your leave. 

Paymenl during a malemlly leave 

You receive your base salary during maternity leave. If you are on a sales 
compensation plan, your compensation plan and quota may be adjusted to take ioto 
aecount your leave. You are generally not eligible for commissions or bonuses on 
business that closes while you are on leave. Contact Human Resources to discuss 
your compensation plan. 

Extending a maternity Itave 

If your disability due to pregnancy, child birth, or related medical conditions 
continues. you may extend your maternity leave up to another eight weeks. If you 
need 10 extend your maternity leave, submit your request for an extended leave to 
your manager with a written statement from your doctor estimating the period of 
time you need to be away from work. Send a copy of your request and doctor's 
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Slalementto Human Resources. If you extend your maternity leave beyond lIlc 
initial eight weeks, we pay a percentage of your salary, up to a maximum of 60%. 
You receive 40% of your salary if you have completed one ycar or less of continuous., 
full time regular employment, 50% if you have completed between one and two 
years. and 60% if you have completed two or more years. 

Short·te.rm disability cove.rage. 

Califorrua and some other states provide disability pay al 8 percentage of your 
salary. If you live in a state providing such coverage, "''C assist you in obtaining 
payment and deduct lIle amount you are due from Lhe Slate from your normal 
paychecks. 

ReturGlng to work 

You may return to work when your doctor determines you are able to work. Submit 
a v.trilten statement from your doctor to Human Resources, Slating that you are 
physieaJly able to work. When you return, we ",ill do everything reasonably possible 
to reinstate you in your original position or a substantially similar position. 

Using me.dicalle.ave. 

You may nOl use bolb medical leave and maternity leave for the same pregnancy. 

Pare.Dtalle.ave. 

If you wish Lo request a parentaJ leave not caused by your disability, see our Personal 
Leave policy. 

QUESTIONS 

Contact Human Resources at e·mail userid HRINFO for morc informalion . 
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JURY DUTY 

We pay you for a maximum of two weeks while you are on jury duty. 

PRACTICE 

Requesting time orr ror jury duty 

Notify your manager of scheduled jury duty as soon as you receive the summons. 

Postponing jury duty 

We may ask you 10 request a postponement of or release from jury duty if your 
absence from work critically impairs our business operations. You or your manager 
may contact Human Resources for help in seeking a postponement or release. 

Payment ror time orr 

You receive your regular paycheck for your first two weeks oCjury duty. When you 
receive a check from the Court for jury pay, sign it over to Oracle Corporation, and 
forward it to Human Resources. We accept the check from the Court as proof of 
service. We apply the funds toward payment of your fuil salary during your time off 
from work. 

QUESTIONS 

Contact Human Resources al e-rnail userid HRINFO for morc information. 
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MILITARY LEAVE 

If you are a Drilling Reservis~ you may request up to two weeks of paid 
continuous leave per calendar year. All of your benefits continue during this 
time. Leave beyond two weeks is unpaid, and you may continue your healthcare 
benefits at our group rates at your own expense. Your time away from work will 
not be deducted from your vacation allowance or negatively affect your position 
within the Company. 

PRACfICE 

Requesllnga military lea\'t 

If possible, give your manager reasonable nOlice of scheduled military leave., 
preferably as soon as you afC notified. Forward a copy of the notification to Human 
Resources. 

POSlpoalag mllllllry le,nt 

We may ask )'Ou to request a postponement of or release from military dUlY If your 
absence (rom work critically impairs our bu.iinc.ss operations. You or your manager 
may contact Human Resources for belp in seeking a po$Iponement or release. 

CelOng paid 

You receive your reguJar paycheck for your firS( two weeks of military leave. When 
you receive a cbeck from tbe government for military duty, sign it over to Oracle 
Corporation, and forward it to Human Resources. We accept Lhe check (rom lhe 
government as proof of service. We apply the funds toward payment of your full 
salary during your time off from work. 

Military leave: beyond two wttks 

If you arc a reservist you receive unpaid leave of absence for military duty. You may 
continue your hea1lbcare benefits during your military leave at our group rates at 
your own expense. The vesting of your stock options is tolled during military leaves 
over two weeks long. If possible, tell your manager and Human Resources how to 
contaa you during your leave. 
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~turDlng to work 

Notify Human Resources of your plan to return to work as far in advance of your 
return as possible. You are to request reinstatement within 90 days of your 
discharge from military duty. When you return, we do everytbing reasonably 
possible to reinstate you in your original position or in a substantially similar 
position. 

QUESTIONS 

Contact Human Resources at e-mail uscrid HRINFO for more information. 
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You may take up to five days of personal leave at full pay following the death of a t:: ~ parent, child, spouse, sibling. or committed partner. If you wish to request an c:: extended leave, see our Personal Leave policy. 

= rl 
PRAcnCE 

Schtdulinl but:anmUlltavt 

Notify )'Our manager immediately if you take. bereavement leave. Let your 
manager know bow to contact you during your absence in case of an emergeacy. 

QUESTIONS 

Contact Human Resources at c-rnail userid HRlNFQ for morc informauoo. 
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PERSONAL LEAVE 

You may request up to six months of unpaid personal leave. Personal leave may 
be used to care for a newborn or adopted child, or an ill child, parent, or spouse, 
or to pursue educational or personal opportunites. In most cases, your personal 
leave is discretionary and requires approval by the CEO. You may continue your 
healthcare benefits during your personal leave at your own expense. The vesting 
of your stock options is tolled during your personal leave. 

PRACTICE 

Requesting aod getting approyal Cor a personal leave 

Request your persona1leavc as soon as possible before you wish to begin )'Our leave. 
Your request should include a clear statement of the purpose of your leave, as well 
as a schedule of yOUl absence. Obtain approvals from your manager and senior 
management, and (OlW3rd the approved request to Human Resources. 

Thking a JM'rsonalleuvr: 

Once Human Resources is notified of your approved personal leave, you may begin 
your leave at the time approved. Nolify your manager and Human Resources before 
you actually take your leave. Make sure you tell your manager and Human 
Resources how to contact you during your leave. 

Returning to work 

Notify Human Resources of your plan to return to work al least two weeks prior to 
your return. We expect you to return 10 work on or before the last day of your 
approved personal leave. When you return, we make an effort to find a similar 
position for you. 

QUESTIONS 

Contact Human Resources at e--maiJ uscrid HRINFO for more information . 
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COMPENSATION AND INCENTIVES 
: 

Compensation . . . . . . . . . . . . . . . . . . . 103 

Overtime .......... .. . . . . . • ... lOS 

Employee Referral Program . . . . . . . . . . . . . 107 

Idea Plan .. ......... . ......... 109 
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COMPENSATION 

We pay you compensation based on your productivity and Oracle's performance 
in the marketplace. We evaluate both the quality and quantity of your work. 

Your compensation is dependent only upon your position and productivity, and 
not upon your race, color, national origin, sex, marital status, age, religion, 
disability, sexual orientation, or Vietnam Era veteran status. 

PRACfICE 

'J)tpes or compensation 

Salary: We pay you a base salary for the work you perform. Your semimonthly pay is 
equal to l/24th of your annual salary. This salary may be adjusted annually. 

Hourly wage: lfyou are paid on an hourly basis, we pay you Cor hours worked based 
on approved "Timesheet Hourly Forms" (Oraclc·Mailtcmplate) submitted to 
Payroll (e-mail userid TIMERPT). 

Bonus: You arc eligible for a merit bonus if you are not on a commission plan. Your 
bonus is discretionary and becomes payable upon approval by senior management. 

Commission: You are eligible for a commission and/or salcs bonus if you are on a 
sales compensation plan. Your manager informs you if you are on a sales 
compensation plan. 

Pay schedule 

We pay you twice monthly _. on the 15th and last business day of each month. 

Payroll closes books five working days before payday. Approved changes submitted 
past this dcadline affect the following paycheck. All salary rate changes are effective 
the first day or the pay period for which they are submitted. 

Vacation check 

If you have nOI elected direct deposil of your paycheck and you plan to be away 
from work on a scheduled pay date. you may obtain an advance of your paycheck. 
Forward your manager's approvallo e-mail userid PAYROLL no later than five 
business days prior to the pay date preceding the date you will be away. Payroll will 
process your advance and request that you enroll in our direct deposit program. 
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QUESTIONS 

Contact PayroU at e-mail userid PAYROLL for morc informalion. 
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OVERTIME 

We pay you overtime compensation if you work over eight hours in a day or 40 
hours in a week and you work in a "non-exempt" position. You work in a 
non-exempt position if your job is covered by the Fair Labor Standards Act of 
1938. 

If you 3re in a non-exempt position, foUow the procedures below to report the 
hours you work. 

PRACfICE 

Determining your status 

Ask your manager if you arc in a non-exempt position. 

Reporting your hours 

Record lhc number orbours you work each day. Our work day begins at 12:01am 
and ends at U:OO midnighl. Our work week begins Monday and ends Sunday. 

Obtaining advance approval to work overtime 

Obtain advance approval from your manager before working overtime. 

Obtaining approval ror your hours 

Complete and forward the appropriate e-mail timcshcel template 10 your manager 
for approval at the end of each work week. If you work in a salaried non-exempt 
position use the OradetMaillemplate "Timeshecl Sal Non-Exempt Form-. Hyou 
work in an hourly non-cxempt position use thc Orac!c·Mailtcmplate "Timeshect 
Hourly Form-. Your manager forwards your approved timcsheet to e-mail uscrid 
TIMERPT. 

OompeasatioD schedule 

U you work in a salaried non-exempt position, we pay you for your regular work 
hours in each paycheck for the pay period just ending and for overtime hours 
submittcd on approved timcsheets. 1f you work fewer than your regular hours in a 
week, we may deduct an appropriate amount from your neXl paycheck. 
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Iryou work in an hourly Don-exempl position. we pay you for aU hours submitted on 
approved weekly timeshcets. 

Ove.rtJme bours ud ratu 

We pay you for overtime hoW'S as follows: m: 1= • We pay you time-and-a-half for boW'S worked in excess of eight per 
day or 40 per week 

• We pay you time-and-a-balf for your fIrst eighl bours DC work aD your 
seventh day of work in a work week if you have worked 40 bours in the 
preceding work week 

• We pay you double-time (or hours worked in excess of 12 hours aD 
each of the ftrSl sLx days of your work week, and hours worked in 
excess of eight hours on your seventb consecutive day of work 

• We do not pay overtime for weekend or holiday work unless you 
exceed 40 hours in that work week. 

QUESTIONS 

Contact Payroll at e-mail userid PAYROLL for more information. 
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EMPLOYEE REFERRAL PROGRAM 

We pay you a bonus if we hire a candidate you refer for employment once that 
person works as a full time regular employee for 90 days. 

PRACTICE 

Referriog a candidate 

The most effective way to gel your referral placed is to use your company contacts 
or look at our internal job P05tlngs on the Oracle Bulletin Board. Present the 
candidate's resume 10 the appropriate hiring managers. To ensure thai you receive 
appropriate credit for the referral, write your name on the resume. We encourage 
you to refer candidates who will increase the cultural and ethnic diversity of our 
workplace. 

If you don't have a specific opening in mind, send the candidate's resume to 
Recruiting together with a cover note describing where you think the candidate will 
fit wilb.in Oracle. Please print your name and sign and date the resume and cover 
leUtr. 

Vrrir)iog a rderral 

The hiring manager notifies Human Resources that you referred a candidate by 
puuing your Damc on the employee referral line of the "Offer Letter Request" 
tcmplate on Oracle-Mail. Please contact e-mail userid HROFFERS dYOU have a 
question about the status of a referral. 

Payment or referral bonuses 

If you earn a referral bonus, you will receive a separate check after the employee 
you referred has completed 90 days of full time regular work. You must be an Oracle 
employee when tbe 90 days are up to be eligible to receive the referral bonus. 

We do not pay referral bonuses for part Lime or temporary employees you refer, nor 
do we pay a referral bonus if we are obligated 10 pay a search firm fee. A manager is 
not eligible for a referral bonus for anyone hired into his or her own group. No one 
at the vice presidenllevel or above is eligible for an employee referral bonus. 

Referral bonus amounlS 

We pay bonuses for employee referrals, except for recent university graduates, of 
either $500 or $1,1XXJ based on starting salary. 
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RtaDt uDlvtrtlly graduales 

We oormaUy do DOt pay. referral bonus for a new employee who joins us 
immediately after graduation. As an exception, we pay you • referral bonus of S300 
for a recent university graduate on two conditions.: 

QUESTIONS 

• We would not have found the candidate through Out university 
reauiring prog:ra.m (if, for example, we do not recruit at the 
candidate's university) 

• You did not fmd the candidate as a result of yout participation in our 
university recruiting program, including activities such as staffing 
career fain, screening candidates, or otberwise representing Oracle 
on campus. 

Contact Human Resources at e-mail userid HRINFO ror morc information. 
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IDEA PLAN 

We encourage you to explore ways to reduce our expenses and to improve our 
efficiency, quality, costs, and customer satisfaction. We offer recognition to 
those who participate in the Oracle Idea Plan. 

PRACTICE 

Eligibility 

You are eligible if your idea addresses an opportunity outside your job 
responsibilities and objectives. For example, a salesperson docs qualify for an award 
for developing a bener way to ship products but does not qualiFy for an award for 
developing a morc effective demonstration of Oracle software. 

If your idea proposes a solution or strategy already planned, your idea docs DOt 

qualify for recognition. For example. if a solution like your idea is on !.he annual 
objectives of a manager in the affected area, your idea is not eligible. 

We must be able to implement your idea directJy. For example, it must nOI fml 
require solution of another problem or the development of new technology. 

Submitting an Idea 

Submit a brief statement of your idea to e-mail userid HRINFO. Include tbe 
following in your plan: 

• Your statement of the opportunity 
• Your proposed solution including lhe specific situation and location 10 

which your solution applies 
• Your expectation of the benefits to Oracle. 

Only the first idea that Human Resources receives addressing a specific opportunily 
is eligible for recognition. Human Resources dates each idea when they receive it -­
this is the priority date used to determine who first recognized an opportunity. 

Evaluating your Idea 

Human Resources returns your idea to you for resubmission if your idea does nOl 

meet the above requirements. The resubmission date becomes the new priority date. 
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AD Idea Committee meets periodically to evaluate ideas and recommend 
implementation or rejection. After the Idea Commillee mecu, they notify you or the 
plan to implement your idea, or the reason ror DOl implementing iL 

AW1Irds 

Everyone who participates m the Oracle Idea Pla.D will be acknowledged. We 
appreciate the thought and motivation thai goes mlO every idea ror improvement 

U we adope. your idea" you receive appropriate recognition as delcrmincd It the 
discretion or the Ida Commiucc. 

QUESTIONS 

Contact Human Resources at e-mail userid HRINFO ror more inrormalion. 
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ONE-ON-ONE MEETINGS 

We encourage open, honest communication between you and your manager. At 
Oracle, a one-on-one meeting is a regular, pre-scheduled meeting with your 
manager. It is one of our primary communication tools for mutual teaching. 
exchange of information, and creative exploration of issues. 

PRACTICE 

Plan (or your onc-on-ODt 

We encourage you to lead half of the meeting focusing the discussion on 
opportunities and problems in your work o r on how Lo leverage your lime beUer. 
You may want to focus on your career development, training, and other aspects of 
your personal and professional growth. 

Sc.bedule rtgular one-an-ones 

We recommend you have a weekly, pre-scheduled one-on-one with your manager. 
While travel and vacation may interfere with these meetings, missing your regular 
one--one-one should be an exception, not thc norm. If you and your manager arc not 
located in the same office, arrangc on~on-onc meetrngs to be conducted over thc 
phone. 1£ you arc not baving regular one-on-one meetings with your manager, 
contact your manager's manager to arrange a one-on-one meeting. 

QUESTIONS 

Contact your manager or Human Resources at e-mail userid HRINFO ror morc 
information. 
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PERFORMANCE EVALUATION 

We expect your manager to give you feedback on your performance in your 
regularly scheduled one-on-one meetings and at other times during the year. 
Discussion topics may include what is expected of you, how you are performing 
against those expectations, and how your compensation is tied to your 
performance. 

While the press of business. travel schedules, geographic separation from your 
manager, and vacations may make face-to-face discussion difficult, we encourage 
you to discuss your performance with your manager regularly. 

PRACfICE 

Schedule 

Form 

We encourage your manager to evaluate )'Our perrormance on an ongoing basis but 
at least onte a year. usually in Lhe first quarter or our fLSCal year. 

When your manager evaluates you.. you and your manager sbould agree upon a set 
of clearly defined c.xpectations and requirements.. Your manager may measure your 
performance against Lhese criteria. 

We provide evaJuation forms ror use at )'Our manager's option. Your manager may 
modify Lhese forms or provide an oral performance evaluation as appropriate. 

p,oasJ 

Your manager completes your evaluation and reviews it with his or her manager. 
You meet with your manager to discuss your performance and your personal 
comments, and work with your manager to agree upon future goals. 

QUESTIONS 

Contad Human Resources at e-mail uscrid HRINFO for more information. 
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RAISES 

We may grant you salary increases based on your productivity and Oracle's 
performance in the marketplace. Your manager measures the quality and volume 
DC your work. Decisions are Dot influenced in any way by your race, color, 
national origin, sex, marital status, age, religion, disability, sexual orientation, or 
Vietnam Era veteran status. 

PRACTICE 

Schedule 

We normally consider you for a merit salary increase once each year during the first 
quarter of our fISCal year. Except for employees on annual compensation plans, 
raises are normally effective July 1 (retroactively, if necessary). 

In rare situations, we grant raises at mid-year to adjust salaries for inequities, La 
reward exemplary performance, or to adjust for changes in responsibilities. 

Eligibili1y 

All full time regulaJ'" employees arc eligible for merit salary increases. 

Amounts 

The amount of any rmc depends upon your productivity, Oracle's performance in 
the marketplace, Oracle's desire to fairly compensate outstanding employees, and 
other factors which the Company may wish to consider at its sole discretion. 

Process 

Each year the Management Committee normally sets raise percentage guidelines 
based upon the Company's performance. Managers recommend raises within 
guidelines and senior management reviews and approves all raise recommendations. 

Your manager considers your performance relative to other employees in your 
department when making raise recommendations. Thus, while raises on average 
approach the raise percentage guidelines, your raise may vary from that average 
according to your relative performance. Raises are discretionary. 
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Reportl", g;:: F 
Your manager reports any raise to Human Resources (see Personal Informatioa) 10 
update your employment file and payroll records. Your raise becomes effcctrve 
upon approval by senior management and processing by Human Resources through 
Payroll. 

QUESTIONS 

Contaa Human Resources at e-mail userid HRINFO (or more informataon. 

~ 

~ 

, 

• 

, 

~ 

J 

"8 
• 

..:.; 



• 
• 
• 
• 
• • • • • • , 
• • p 

• p 

I 

I 

• 
• 
I 

I 

PROMOTIONS 

We offer you promotions to positions with greater responsibility and greater 
impact on the Company's business based on outstanding performance in your 
current position. Promotion decisions are not influenced in any way by your 
race, color, national origin, sex, marital status, age, religion, disability, sexual 
orientation, OJ Vietnam Era veteran status. 

PRACflCE 

Schedule 

You can be promoted at any time during the year. Your manager recommends you 
for promotion after you demonstrate your ability and potential for an unfLIled 
position within the Company. Your promotion becomes effective upon approval by 
senior management. 

CompeDsation 

Your promotion mayor may not be accompanied by an increase in compensation. 
Adjustments in your compensation generally occur during annual compensation 
reviews and may be retroactive to the date or your promotion. 

Reporting 

Your manager reports your promotion 10 Human Resources (see Personal 
Inrormation) 10 update your personnel record. 

QUESTIONS 

Contact Human Resources at e-mail uscrid HRINFO ror more inrormation. 
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TRANSFERS 

After you have been in your current position for a reasonable period of lime, we 
encourage you to explore and seek opportunities within the Company. We 
realize that it is in our interest to let you learn and expand your capabilities by 
working in different jobs within the Company. Your moving into a position that 
more closely meets your evolving skills and interests, in which you can make your 
greatest and most enthusiastic contribution, is an obvious benefit to both you and 
our Company. 

Transfer decisions are not influenced in any way by your race, color, national 
origin, sex. marital status, age, religion, disability, sexual orientation, or Vietnam 
Era veteran status. 

PRACfICE 

Setking a Dew position 

We provide internal job postings in the Oracle Bulletin Board. 

Setting up an Inl.t.rvlew 

1b respond to a job posting. approach the contact person listed in the job posting to 
arrange an inleMcw "'ith the hiring manager. You may also contaCl a manager or an 
organization in which you are interC5led in working to discuss Irander possibilities. 
You are nOi obligated to inrorm your manager. 

Obtaining approvals 

if you and a hiring manager establish mutual interest, your hiring manager nOlifies 
yout eurrenl manager and works with your manager 10 arrange a mUlually 
acceptable dale ror your tramJer. Your hiring manager obtains approval hom both 
the current and hiring organizations up to the appropriate level or senior 
management. The CEO approves all transfers between organizations headed by his 
direct reports. All appr0Y3ls arc to be in place berore the errective date or the 
transfer. 

No compc.llSation changes 

Other than going on or orr or a flXCd compensation plan., you will nOl. receive a salary 
or other compensation change due to a lransrer. Rare exceptions may be approved 
bylheCEO. 
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Rtporting transfers to HUmBn Resources 

Your new manager notifies Human Resources of your approved transf'er before the 
effective date to update your personnel records. 

I QUESTIONS 

I Contact Human Resources at e·mail userid HRlNFO (or more information. 

I 

I 

I 

I 
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TRAINING 

We provide you training developed by expert business units to increase your 
productivity and to help you move to positions with greater responsibility and 
greater impact on the Company's business. You are encouraged to take a 
minimum of one week of formal training each fiscal year. Technical and sales 
people are encouraged to take up to four weeks of formal training each year. 
You work with your manager to establish the appropriate amount of training for 
you. 

PRACTICE 

Obtaining tralolo, 

You and your manager establish quarterly and yearly training plans. You set 
objectives together, identify the courses you need. plan your schedule, and review 
the results. 

You obtain fonnal classroom training through Oracle University clas.ses or externaJ 
training paid (or by the Company. Oracle University publishes a quarterly schedule 
of classes and announces each course 30 days in advance via c-mai!. 

Oracle Unh1crsity training is also available through self study which includes 
curricuJa such as computer-based training, video and audio tapes., and class notes. 
You .... ill find detailed information about both live and self-study courses in the 
Oracle University Training Inventory. 

Recording and rrporting 

Oracle University maintains a worldwide database of classroom [raining achieved 
through Oracle University and providCl this information to managers in all countries 
in which we do businC&S. Managers usc this information to assist them in career 
planning and making job assignments and other managerial decisions. 

QUESTIONS 

Contact Oracle University at e-mail uscrid ORACLEU for more informalion. 
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CERTIFICATION 

We offer an Oracle certification program through Oracle University. Obtaining 
certification formally demonstrates your knowledge and skills in Oracle 
technology and related professional practice areas. 

PRACTICE 

Obtaining certification 

You and your manager establish a plan thaI fi ts the requirements ofyout current 
responsibi lities and career path. Vou become certified by passing exams developed 
by expert business units and offered through O racle University. These exams may 
include written and on-li ne tests, building of prototypes and applications, and cxpcrt 
review. You may take a certification exam without formallraining if you have 
already achieved the knowledge or skills through olher means. 

RKording and reporting 

Oracle University maintains a worldwide database of all employee certification 
achieved through Oracle University and provides this information to managers in all 
countries in which we do busincss. Managers use this information to assist them in 
career planning, in matching knowledge and skills to project and job assignments, 
and in making other managerial decisions. 

QUESTIONS 

Contae( Oracle University at c-mail userid ORACLEU for more information. 
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GRADUATE EDUCATION REIMBURSEMENT 

We are committed to helping you further your education in subjects related to 
your work, and we reimburse you for approved coursework provided you are a 
full time regular employee. 

PRACfICE 

ElIglblt expenses 

The Company reimburses you for education expenses if: 

• Your course selection relates 10 your present or near-future 
responsibilities in the Company 

• You obtain approval o(thc Vice President from your organization 
• You complete )'Our courses with a gTade or-B- or bcuer; if you lake 

courses on a pass/fail basis you mU51 show that the school's grading 
system considers ·pass- equivalent to a grade of -B- or beuer. 

We do nO( reimburse education expenses incurred by an employee who voluntarily 
lea\'CS Oracle prior to completion of tbe course. 

We reimburse 100% oCthe costs oCtuition, textbooks, equipment-usc fees. and other 
non-refundable fees directly related 10 • course. We do not pay ror parking rees., 
application rees. calculators, personal computers, rererence books, dictionaries. 
typing rees, binding rees, reproduction rees, or any costs or a personal nature such as 
late registration rees or entrance exams. 

R~quc..sUng rducat lona l assistance 

Complete an Educ81ion Reimburscment Program Approval Form. You may obtain 
this rorm through Oracle- Mail with tbe template ·OU Education Reimbursement.­
Be sure to enter an estimated cost ror the course including all eligible expenses 
wh.ich may apply to your situation. Submitlhe completed rorm (either as bard copy 
or as an e-mail note) to your manager and then Vice President ror approval. 
Signatures and e-mail approvals are equally acceptable. Once you obtain the 
necessary approvals, you may enroll in the coursc. Keep your approved rorm. 

O btaining rrimbUr5e1DVJ1 

Upon completion or the course with a "S" or better, you may request reimbursement 
ror costs you have incurred by submitting a Check Request Form with the approved 
Education Reimbursement Program Approval Form and original supporting 
documents (receipts ror class expenses, copy or grade slip or certificate or 
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completion) to Accounts Payable. You may obtain tbe Cbeck Request Form (rom 
Accounts Payable or Human Resources. Be sure 10 entcr your cost center number 
and tbe appropriate account number (5168). 

If you have incurred costs that exceed 110% of your estimated costs, you must 
reobtain approval signatures on the Check Request Form from your manager and 
Vice President. Once approvals are reobtaincd on the Check Request Form, submit 
it along with your approved Education Reimbursement Program Approval Form 
and all supporting documenlS to Accounts Payable. 

Be sure to keep a copy of this papc['\\'ork for your files. 

Pending successful verification of your request, Accounts Payable will issue a check 
to you or your designee at the address specified on the Check Request Form. 

QUESTIONS 

Contact Oracle University at e-mail uscrid ORACLEU for more information, 
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