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Labrador and Workiva

Our Partnership enables us to design your disclosures in the software you use.

Learn more about Annual Reports, ESG Reports and Proxy Statements

prepared by Labrador in Wdesk.

About Labrador

We help companies communicate effectively.

Our experienced and passionate team is
composed of attorneys, designers, project
managers, thinkers and web developers. We
collaborate together around a process that
encompasses drafting, editing, designing and
publishing across all digital and print channels.

We are thrilled that communications prepared by
Labrador have contributed to trustful relationships
between our clients and their readers, whether
investors, employees, or other stakeholders.

In turn, our commitment to our clients has resulted
in meaningful long-term relationships with some
of the most respected public and private
companies in the world.

About Workiva

The Obvious Choice for SEC Reporting.

Why do 8 out of 10 top banks and a majority of
the world’s biggest companies rely on Workiva
for their SEC filings? Because they know we
improve data accuracy and increase productivity.
We’re the company that helps you simplify 10-Qs,
10-Ks, 8-Ks, Section 16, proxy statements, tax
disclosures, and 350 other types of SEC forms
with a single cloud solution.

When businesses need ‘34 Act filing services they
can count on, they look to Workiva. When they
want fast, accurate, and reliable XBRL® tagging,
they find us. When they need to complete 20-

Fs but have 20 questions, they get Workiva. All
because they want to have strategy sessions, not
data debates. That’s what connected reporting
can do.


https://www.labrador-company.com/
https://www.labrador-company.com/

Using Style Guide

“Style Guide” contains all the styles of each element in the
document including Title, Body, Table body/header, unordered
list (Bullets, Square etc.) and ordered list (Numbered, Letters etc.).
Use Style Guide to apply uniform formatting by highlighting text
and selecting a style from the menu.

Style Guide can be accessed in the Edit ribbon.

NOTE: It is important to use the Style Guide built by Labrador to
maintain consistency.
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Who can create or modify the document’s
Style Guide?

Only the document owner can modify the document’s Style
Guide. Request for owner access if necessary.

[E] 2022 Enact NPS | (5] 2022 Enact NPS

Style Guide Editor

Return to Document

« Style Guide: 2022 Enact NPS View Only. Only document owners can edit the style guide.
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Paragraph Formatting

Paragraph line spacing, column options, and indentations can be
edited from the Paragraph Properties panel located at the right
panel of the page. You can also use this panel to control how
paragraphs interact with page breaks.
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How to set up multiple columns

To use multiple columns, select the section and set the desired
Don’t forget to set the gutter and make

number of columns.
it consistent.

Letter to Stockholders
Dear Stockholders:

Lorem ipsum dolor sit amet, consectetur adipiscing elt, sed do
iusmod tempor incididunt ut labore et dalore magna sliqua. Ut
enim a weniam, quis nostrud exarsitation ulamea
aboris nisi ut aliquip ex 23 commodo consequat Dus aute
rure dolor in reprehanderit in voluptate velit esse cillum dolore
u fugiat nuila pariatur. Excepteur sint occaseat cupidatat non
proicent, sunt in culpa qui officia deserunt molit anim id est
aborum

Gompany's Performance and Transformation

Lorem ipsum dolor sit amet, consectatur adipiscing elit, sed do
siusmad tempar insididunt ut labare st dolora magna aliqu.
Egestas sed tempus uma et pharetra phareirs massa massa
ultricies. Sapien pellentesqus habitant morsi ristique. Telus in
metus vulputate eu scelerisque fais imperdiet. Orai dapibus
ultrices in iaculis nunc sed. |psum dolar sit amat consectetur
‘adipiscing elit. Elit at impardiet dui accumsan sit amet nula
facilisi morbi. Amet nisl purus in mollis nune sed id semper
riSUS. A Ci3M magcenas Sad anim Ut sem vivar 2iquat egat
Aenzan sed adipiseing diam donee adipissing

Euismed acinia at quis risus sed vulputate odic. Fermentum
aculis eu non diam phasellus vestioulum. Hac habitasse plates
dicturnst quisque sagitis purus sit amet. Tincidunt vitae semper
quis lectus nulla at volutpat diam ut. Mi bibendum neque
=gestas congus quiscus sgestas diam

Scdales nequs sodales Ut etiam st amet nisl purus in.
Adipiscing eiit duis tristique sellicitudin nibh sit met commodo

nulla. Marsl tistious senecius =t natus et Elementum nisl quis
eleifend quam adipiscing vitse proin sagitlis. Eget mauris
pharetra et ultrices. Nam aliquam sem et tortor consequat id
porta nibh.

Diversiy. Equity, and Inciusion

Lorem ipsum dolar sit amet, consactatur adipiseing alit, sed do
eiusmod tempor ingididunt ut labore et dolore magna aliqua.
Lorem molis aliquam ut partitor leo 3. Leo duis ut diam quam
nuila portitor massa id neque. Orsi 26 auctor 2ugue mauris
augue neque gravida. Fermentum iaculis eu non dism
ohazellus. St placerat in agestas erat imperdiat sed suismad
nisi porta. Quam adipiscing vitse proin sagitis nisl rhoneus. Sit
‘amet consectstur adipiscing eiit pellentesque habitant morbi
tristique. Pharetra diam st amet nisl.

Envirenmentl, Social. and Governance Strategy

Imperdiet massa tincidunt nunc pulvinar sapien et ligula. Quam
‘slementum pulvinar efiam non quam lacus suspendisse.
faugibus interdum. Viverra aliquet eget sit amet tellus cias
‘adipiszing enim eu. Mauris commodc quis imperdiet massa
fincidunt. At erat pellentesque adipiscing commodo elit at

Nunc non blandit massa enim nec dui nune mattis enim. Vel
fringilla est ullamcorper eget nulla facilisi. Vitae auctar au
augue ut lectus arcu bibendum. Nulla porttitor massa id neque
aliquam vestibulum marbi blandit cursus.
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How to force a section to flow to the next
column when using multiple columns

1. Column breaks can be used to force the next section to flow to

the other column.
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Letter to Stockholders
Dear Stockholders:

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do
eiusmod temper incididunt ut labore et dolore magna aliqua. Ut
enim ad minim veniam, guis nosirud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consegquat. Duis aute
irure dolor in reprehenderit in voluptate velit esse cillum dolore
eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non
proident, sunt in culpa qui officia deserunt mollit anim id est
laborum.

Company's Performance and Transformation

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do
eiusmod tempor incididunt ut labore et dolore magna aliqua.
Egestas sed tempus urna et pharetra phareira massa massa
uliricies. Sapien pellentesque habitant morbi tristigue. Tellus in
metus vulputate eu scelerisque felis imperdiet. Orci dapibus
ultrices in iaculis nunc sed. Ipsum dolor sit amet consectetur
adipiscing elit. Elit at imperdiet dui accumsan sit amet nulla
facilisi morbi. Amet nisl purus in mollis nunc sed id semper
risus. A diam maecenas sed enim ut sem viverra aliguet eget.
Aenean sed adipiscing diam donec adipiscing.

Euismod lacinia at quis risus sed vulputate odio. Fermentum
iaculis eu non diam phasellus vestibulum. Hac habitasse platea
dictumst quisque sagittis purus sit amet. Tincidunt vitae semper
quis lectus nulla at volutpat diam ut. Mi bibendum negue
egestas congue quisque egestas diam.

Sodales neque sodales ut etiam sit amet nisl purus in.
Adipiscing elit duis tristique sollicitudin nibh sit amet commodo

B 5 B J+
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aj Footnote

nulla. Morbi risfial [ AutoText | Elementum nisi quis
eleifend quam adi| lis. Eget mauris
pharetra et ultricas fortor consequat id
porta nibh. |

Diversity, Equity, and Inclusion

@ Symbal

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do
eiusmod tempor incididunt ut labore et dolore magna aligua.
Lorem mollis aliqguam ut porititor leo a. Leo duis ut diam quam
nulla porttitor massa id neque. Orci ac auctor augue mauris
augue neque gravida. Fermentum iaculis eu non diam
phasellus. Est placerat in egestas erat imperdiet sed euismod
nisi porta. Quam adipiscing vitae proin sagittis nisl rhoncus. Sit
amet consectetur adipiscing elit pellentesque habitant morbi
tristique. Pharetra diam sit amet nisl.

Environmental, Social, and Governance Strategy

Imperdiet massa tincidunt nunc pulvinar sapien et ligula. Quam
elementum pulvinar etiam non guam lacus suspendisse
faucibus interdum. Viverra aliguet eget sit amet tellus cras
adipiscing enim eu. Mauris commodo guis imperdiet massa
tincidunt. At erat pellentesque adipiscing commaodo elit at.
Nunc non blandit massa enim nec dui nunc mattis enim. Vel
fringilla est ullamcorper eget nulla facilisi. Vitae auctor eu
augue ut lectus arcu bibendum. Mulla porttitor massa id neque
aliquam vestibulum morbi blandit cursus.
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2. Inserting column breaks will create a paragraph mark at
the top of the next column. This should be removed, then
necessary line spacing should be fixed if needed.

Dear-Stockholders:q|

Lorem-ipsum-dolor-sit-amet, consectetur-adipiscing-elt -sed-do
eiusmod-temperincididunt ut-labhore et dolore- magna-aliqua. Ut
enim-ad-minim veniam, quis-nostrud exercitafion-ullamco
laboris-nisi-ut-aliquip ex-ea-commodo-consequat. -Duis aute-
irure-dolor-in-reprehenderit-in-voluptate velit-esse-cillum-dolore-
eu-fugiat nulla-pariatur. Excepteur sint-occaecat cupidatat-non
proident,-sunt-in-culpa-gui-officia-deserunt-mollit-anim-id-est:
laborum. 1|

Company's-Performance-and-Transformation

Lorem-ipsum-dolor-sit-amet, consecietur-adipiscing-elt, sed-do
eiusmod-tempeorincididunt ut-lahore-et-dolore-magna-aliqua.
Egestas sed tempus-urna et pharefra pharefra massa massa-
ultricies.- Sapien-pellentesque habitant- morbi tristique. Tellus-in
metus-vulputate-eu-scelensque-felis-imperdiet - Orci-dapibus-
ulirices-in-iaculis-nunc-sed_ Ipsum-dolor-sit-amet consectetur
adipizcing-elit. Elit-at-imperdiet dui-accumsan-sit- amet nulla
facilisi-morbi.-Amet-nisl-purus-in-moellis-nunc-sed-id- semper
risus.-A-diam-maecenas-sed-enim-ut-sem-viverra-aliguet eget.-
Aenean-sed-adipiscing diam-donec adipiscing 7

Euismod-lacinia-at-quis risus-sed-vulputate odio.-Fermentum-

iaculiz-eu-non-diam phasellus vestibulum. - Hac habitazze platea
dictumst-quisque-sagittis - purus-sit-amet_ Tincidunt vitae-semper

quis-lectus-nulla-at-volutpat-diam-ut.-Mi-bipendum-negue-
egestas-congue-quisque-egestas-diam. |

Sodales-neque-sodales-ut-etiam-sit-amet nisl-purus-in.
Adipiscing-elit-duis-tristique-sollicitudin-nibh sit amet commodo-
nulla_-Morbi-tristigue-senectus-et-netus-et -Elementum-nisi-quis-
eleifend-quam-adipiscing-vitae proin-sagitiis_-Eget-mauris-
pharetra-et ultrices_Nam-aliguam-sem-et tortor conseguat id-
porta-nibh. 1

Column Break

1
Diversity,-Equity,-and InclusionT

Lorem-ipsum-dolor-sit-amet -consectetur-adipiscing elit, sed-do
eiusmod-tempor-incididunt ut-labore-et-dolore magna-aligua.-
Lorem-mollis-aliguam-ut porttitor-leo-a.-Leo-duis-ut-diam-quam-
nulla-porttitor-massa-id-neque_-Orci-ac-auctor-augue mauris-
augue neque-gravida. Fermentum-iaculis-eu-non-diam-
phasellus. Est placeratin-egestas erat-imperdiet sed euismod-
nisi-porta.-Quam-adipiscing vitae-proin-sagittis-nisl-rhoncus._- Sit-
amet consectetur-adipizcing-elit pellentesgue-habitant morbi-
tristique. -Pharetra diam-sit-amet nis|.7

Environmental, Social, and-Governance Strategy |

Imperdiet massa-tincidunt nunc pulvinar-sapien et ligula. Quam-
elementum-pulvinar-etiam-non-quam-lacus suspendisse
faucibus interdum.-Viverra-aliquet-eget-sit-amet tellus-cras-
adipizcing-enim-eu_-Mauris-commodo quis-imperdiet- massa
tincidunt.-At erat pellentesgue-adipiscing commodo-elif-at.
Munc-non-blandit massa-enim-nec-dui-nunc-mattis-enim.-Vel
fringilla-est-ullamcorper-eget nulla-facilisi. Vitae-auctor eu-
augue-utlectus arcu-bibendum. Nulla porititor- massa-id neque
aliquam-vestibulum-maorbi-blandit-cursus T

I'l
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Managing Lists

How to manually set color on bullets

If colors are not set in the List Style Guide, you can customize the
color by manually changing it in the document.

1. Select the bullet one by one.
2. Click on the font color icon.
3. Then select the desired color.
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Dear Stockholders:q]

* Lorem-ipsum-dolor-sit-amet, consectetur-adipiscing-elit, sed-do-elusmod temgor-mt-ut labore-et-dolore-magna-aliqua.j

WU WU AU W, S, W .

WA, R AP PG

+ Excepteursint-occaecat cupidatat-non-proident, sunt-in-culpa-qui officia-deserunt-mollit-anim-id-est-laborum.

WA R e WARAARAAE | WA e A e e, WA

Lorem-insum-dolor-sit-amet.-consectetur-adiviscing-elit -sed-do-eiusmod-temoor-incididunt-ut-labore-et- dolore-maana-alioua.-Eaeste
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How to apply superscript on list

To apply superscript on a numbered list, select each list and apply
superscript. This cannot be set on list style guide.

; Alwl & =, p ﬂj
Arial = — — | A3 ﬂ ]+[
B I 1) == — |- ] Clear Painter  Conditions « Insert +
1 2 3 4 5 6 7

7 Letter-to-Stockholders]

Dear-Stockholders:|

1. Lorem-ipsum-dolor-sit-amet, consectetur-adipiscing-elit, sed do-eiusmod-tempor-incididunt ut-labore-et-dolore-magna-aliqua. i
A Slusmod lempor ncicidunt ut abore-gtdoyre fre s
2. Ut-enim-ad-minim-veniam, -quis-nostrud-exercitation-ullamco-laboris-nisi-ut-aliquip-ex-ea-commodo-consequat 1]
ey A N S RS PP, N, N N PR PR, SRR
3. Duis aute irure dolor-in-reprehenderit-in voluptale velit-esse-cillum dulore eu-fu iat nulla pariatur."
4. Excepteur 5|r|t occaecat-cupidatat-non-proident, sunt in: culpa an oﬁ'ma deserunt moll|l an|n'| id-est laborum. 1|

Lorem-ipsum-dolor-sit-amet, consectetur-adipiscing -elit, sed-do 9| usmod-tel %M,}PMr incididunt ut labore-et-dolore-magna-aliqua.-Egestas-
cad-tamniic-irna-at-nharatra RRAraira macsa macea-nltricias -QAnian nallaniaemia hahifant marhifrictione Tallie.in-mafhie wilnifsia. e

How to set the prefix and suffix of a list

To change the prefix and suffix of a list, select the list and go to
paragraph properties and change the prefix and suffix.

N -
Letter-to-Stockholders{|
Indentation
Dear Stockholders:
First Line -0.25 in.

(1) Loremipsum dolor sit-amet, consectetur-adipiscing-elit, sed do eiusmod tempnr incididunt utlabnre el dnmra magna-aliqua.
(2) Ut enim ad-minim-veniam, quis nostrud-exercitation-ullamco-laboris nisi ul ahuwu ex ea-commodo-consequat. | Left 0.25 in.
(3) Duis aute-irure-dolor-in reprehenderitin voluptate velit esse m-dolore eu-fugiat nulla pariatur.§
(4) Excepteur sint occaecat cupidatat non-proident -suntin-culpa qui-officia-deserunt mollit-anim-id-est laborum T Right o in.
Lorem ipsum-dolor-sit amet,-consectetur adipiscing-elit, sed do eiusmod tempor incididunt ut |abore et-dolore magna aligua \EIQAE,?}'?AS‘
sed tempus-uma-et pharetra pharefra-massa massa ultricies -Sapien pelléntesqus habitant morbi tristigue - Tellus in-meflus-vilputate eu 1= Spacing
sceléfsque-fali imperdiat “Ord-dapibus ultrices in-iaculis-nun& €841 petin doloF &1t amet-consactetir adipiscing e\llmlmperﬂ\etaul
accumzan sit amet nulla Taciisi morbi-Amet nisl purls T mollis nunc sed'id semper risus. A diam mascenas sed enim ul sem viveria . . 8

\uuef EgE1 ‘Aenean ged adipiscing diam dunec adipiscing. Line Spacing Single -
Lorem ipsum dolor sit amet, consecletur adipiscing elit, sed do eiusmed tempor incididunt ut labore et dolore magna aliqua ':5'\5%"1'
moliis-aliguam ut porttitor Ieu"mif'ﬁmé ut-diam uam nulla porttior massa id neque. Orci-ac alicior augue mauris-augue negie Before ] pts

gravida “Fermentum iaculis gu-non didm phasellus” aceratin egestas eraf imperdist sed lismod nist pmuam adipiscing vitae
prain sagﬁwsw Thoncus St amet consmmlsclmge eniesque habilant morbi ristigue. Fhareira diam sif amet pisl 1
Sodales %% g\t efiam-sit amet nisl-purus in_-Adipiscing-elit-duis tristique sollicitudin-nibh sit amet commode nulla.-Morbi After 6 pts
VngMf\s tigue senecius et netus el Elementum nisi guis eleiiend guam adipiscing vilae proin sagittis. Eget mauris pharelia ef Uitrices Nam
gliguam sem ef forfor conseguat id porta nioh.

Diversity, Equity,-and-Inclusion?

i= Lists

Lorem ipsum-dolor sit amet,-consecietur adipiscing-elit, sed-do eiusmed tempor incididunt ut labore et dolore- magna aligua. Lorem Continue numbering from previous item

mullls aliguam m portitor Ieu a Leo duis ut-diam quam-nulla-portiitor magsa id neque. Orci-ac alicior augue mauris-algue neque @) Restart numberins
2
Graligz Fermentum iaculis ey non didi phaselus “E5t placeratin egestas-erat imperdiet sea eliSiod hisT porta QUam adipiscing vitae-
proin sagiltis nish thioncus. Sitamet consecletur adipiscing &l gel\en%esuue‘ﬁ"b ant morbi Iistigue. Phareira diam it amet nisl

Restart At 1
Envirenmental, Secial, and Governance Strategy

Imperdiet massa tincidunt nunc pulvinar sapien et ligula. Quam elementum pulvinar etiam non quam lacus susgenmssefauclbus List Text ( 10
interdum. Viverra ahque[ 2gel el sit- amet tellis crag adipiscing enim el Kalris commodo quis imperdiet massa tincidunt. At erat .

WM tes que-adipiscing - commodo-lit m"c Tion blanait magsa enim nec dli nufic maftis enim Vel frin '"aﬁWM eget-nulla
el Vitde auctor ey augUe Uffectus- arél bibenaum  Tutila porttfor masa"id nigqle aliguai Vestbullim moroi plandif cursts (@ Pagination
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How to restart the numbering of a list

To continue the numbering of the list from the one above it, select
the list then go to paragraph properties and select Continue
numbering from previous item.

(1) Lorem-ipsum-dolor-sitamet, consectetur-adipiscing elit, sed do-eiusmod tempor incididunt &t-\abore gl-do\ore magna-aliqua. Right o o,
12} Ut enim-ad minim veniam, guis nestiud exerciiation ulameo laboris nist ut aliuip-ex ea commodo consequal.f

(3) Duis-aute-irure-dolor-in-Teprenenderitin voluptate velit esse-cillum dolore-eu-fugiat nulla-pariatur. 1= Spacing

4} Excepleur sint eccaecat cupidatat non proident, suntin culpa qur officia deserunt mollt anim id-est laborum 11 I I
Lorem-ipsum-dolor-sit-amet, consectetur-adipiscing-elit, sed-do-iusmod tempor-incididunt ut Iabore-et-dolore- magna-aliqua. EIQSFL?E e —= =
sedtempus uma et pharetra pharefra massa massa-ultricies.-Sapien pelléntesque habitant morbi tristique. Tellus-in- metus vilpitate eu

scelerislie-felis imperdiet Drei dapibus ultrices in iaculis nuné-sed. | psURT-dolr sit amet consectelr adipisting elit “ENt at imperdiet dui

accumsan-sit amet nulia Tacllist mordi-Amet nisl puriis in mollis nunc sédid semper risus A diam maecenas sed-gnim ut-sem viverra Before o pis
aliguet eget -Aenean séd adipiscing diam-donec adipiscing |

(5) Loremipsum dolorsit-amet, consectelur adipiscing elit, sed do-eiusmed temporincididunt ut-labore et dolore magna-agliqua.f After & pts

(6) Lorem-moliis aliguam-uf-pertiitor leo-a.-Leo-duis- ut-diam-guam-nulla-perttitor massa-id-neque.-Orci-ac-auctoraugue mauris-augue
e graVE T SRS TR flaque- Qe ac aucter sugu mauris sugue

(7) Fermentum iaculissy non-diam Bhasel\usj{

Lists

(8) Estplaceratin-egestas-eratimperdietsed-euismod-nisi-porta.f ® Continue numbering frem previous item
(9) Quam-adipiscing vitae proin sagiffis nisl rhoncus. Sit amet ipiscing elit habitant morbi fristique. Pharefra Restart numbering

dian sit-amet nisl.g
Sodales neque sodales ut etiam-sit-amet nisl purus in-Adipiscing elit duis fristique sollicitudin nibh-sit amet commodo nulla. Morbi -

risfigue senecius i netis el Elementum fisi %ma eleilend quam adipiscing Vitae proin sagifiis. Eget mauris pharefia ef ltrices

aliquarn-em-ef forfor Conséquat id'porfa nibh.” )
EaSan TR R s i T S s . List Text ( 1))

Diversity, Equity, and-Inclusionf

How to continue the numbering of a list if it
is in a different section
If you want to continue the numbering but the list is from the

previous section, you can select restart numbering and input the
value of Restart At and the corresponding prefix and suffix.

section ¥
(5) Lorem-ipsum-dolor sit-amat -cansectetur-adipiscing-elit -sed-do-giusmod tempor incididunt ut lanore-et-dolore magna-aligua
(6) Lorem mollis aliguam-ut porttitor-leo-a. Leo-duis ut-diam-quam nulla-porttitor massa id negue. Orci-ac auctor augue mauris augue Before Q@ pts
negue gravide | oo T T o
(7) Fermentum iaculis e non diam phasellus.| After 6 pts.
(6) Estplaceat i egestes ratmperdie sed sismod i pora
(9) Quam adipiscing vitae proin-sagittis nisl thoncus. Sit amet-consectetur adipiscing lit pellentesque habitant morbitristique. Pharetra i Lists

diarisit-amet nisl.{

Sodales neque sodales ut etiam sit amet mgl purus-in_-Adipiscing elilgyl.g Ivgg,tviwsm\icitudm nibh-sit-amet commodo nulla. Morbi
fristique Senecius et netus el Elementur nisi quis eleffend quam adipisting vitae proin sagiftis. Eget mauris pharelra ef ullrices. Nam ® Restart numbering

Ailah S8 e foflr S0iseQuarid pota e
Diversity,-Equity, -and- Inclusion Restart At 5

Centinue numbering from previous item

Lorem ipsum-dolor sit-amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Lorem

mollis-aliquam ut porttitor-1s0°a. Léo dis-ut diam-quam nulla-portitor massa (o neque. Orci-ac alctor augue mauris-algus negue List Text

uitis & partiior 80 s Sln,m , fhaque Ul augue augue st Text ( 1)
gravida. Fermentum iaculis eu non-diam phasellus. Est placeral in egestas eral mperdiet sed euismod nisi porta. Quam adipiscing vitae

Proin Sagittié nisl TRoRCUS - Sit- amet- consectstur adipiscing &l \E-pel\en%esuueﬂg‘hﬂanf ‘Torbi ristiGle. Fharatra: diam-&it-amet-nisl 1

Pagination

Environmental-Social.-and-Governance-Strateavi
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Editing Tables

How to insert linespacing in table

Paragraph spacing (before and after) does not take effect inside a table
cell. To achieve the preferred spacing, insert an extra row instead. Then
adjust the row height to the desired spacing. See sample below.

AUDIT COMMITTEE

Members: Meetinas in 2020: 9

John L. Manley {Chair)
Jorge L. Benitez
Richard A. Kassar

]
LNE!P‘O'H'STEILmEs

The Audit Committee's responsibilities include:

+ overseeing and reviewing the financial reporting process and the integrity of our financial statements and related financial
information;

+ reviewing the qualifications, performance and independence of, and approving the retention and compensation of, our
independent auditors;

How to change vertical alignment in table cell

To change the vertical alignment, select cell to be formatted. Then
click on vertical align icon on the menu bar.

Ale (&~ Al m [Az] __.'JJ:' ﬁ Text v | Enteredin | Ones
= = =5 E | a lz‘ - Clear +  Painter Conditions = $19 %~ Shownin | Ones
-~ = . 3 4 7
F Top Align
+ Middle Align g > 5 i
4+ Bottom Align e E E 2 .
[
1 § = s 3 E E o
= 2 B : _
- £ 8 2 = g £ 5 =
2 5 0 I w n 5 I
REREEEERE
$ & 4 2 3 ; i
President/CEQ (Former or current)
v « W v W v v
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How to add rows on a merged cell

1. To add rows below or above, highlight the row where you will
insert additional row.

2. Right Click and select Insert>Row Above or Below.

~
Thea follhwinn tabla nrasants all of the comnersation swardad to or sarned B e avec thea afficars durine fiecsl 2019 snd
c | o | e | F
MNon—Egquity
Stock  Imcentive Plan Al Other
Fiscal Salery Option Awards Awmrds Comp i Comp: ian Total
Meme end Principel Position Yemr () B (%) i [k [E3]
Charles Giancarlo!® 2018 | 500,000 —| 7.256,3738 RRD,0A0 —| B30D6.E78
Chief Executive Officar
[ Merge Cells [
John Colgrove 2012 3 #€ Cut Cirl + X —| 3,837,203
Chief Technology Cificer 2018 29 14717 1845814
=== =2 O Copy Ctrl+C | LETeaEts)
2017 | 250 MN.083 444,853
David Hatfield 2oz e ) Paste Cerl+v - 5835841
Prasicent 2018 | 53 p‘|' Sort Selecti N208 3035201
z017| 3o =chan - B35103
Timotl it 2018 35| = —| 3.B0E6,33
imothy Riitiers =29 3% = add Comment Ctrl + SHIFT +E | —. 3806351
Chief Financial Officer 2018 8 ———=r=ses
207 | 330 [] Create Bookmark —| 957785
Scott E'letzen'E:' 2019 1 TEOAT
Wice Cheirman snd Former CEO 202 18 EF Insert b B 1 Row Above
2017 | 280
A releie N B 1RowBelow
The amgunt shown In this eolumn deoss not reflect Eﬂ & Col Lt
reflactsthe a ate grant date fairvalue ofthe stf e alumns
EECETEGcoeaRaEm R NI TN IES E DeleteTable
o
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3. Select the stub column and merge the cells. Make sure that
there is no content on the cells below before merging. The
content on the previous cell will be retained.

Fiscal Salary Option Swerds Bwrards Compensation Compensetio
Mame snd Principel Position Yaar %) By [F (5= (3
Charles Giancarlo!® 2022
Chief Executive Officer
2015 500,000 - 7258BETS 550,000
John Colgrove [*] Merge Cells ] e Mergeall
Chief Techinald 3 i 1471
71 Merge Horizonta —
#< Cut Ctrl + v 11,08
David Hatfield () copy cirlsc | EO MergeVertically
Srasicent R 1,204
F Paste Ctrl+V | .
Timothy Riitte B o 3IT7BEED 270,281
o =.1"“-'-.“ 24 sort selection — =
“hief Fmancia . 4,058,057 177,164

4. The last step is to adjust the height and fix the color of the table.

S . R
Meme snd Principel Position Yaar %) [Ey [ (5= E= %)
Charles Giancarlo!® 2022
Chief Sescutive Offcer 2015 | 500,000 - 73286573 550,000 - 8306573

A Ik mlrrems e -"'."l“:. TEYEET a4 nAQ _[AT 1R = ROS OAq
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Images in Documents

How to check the properties of an image in Workiva

Image Properties contains the image name, file extension or file type, and
image size. It also allows you to rename the image and download the file.

[F]

& A ’»‘ [ IR

= = 51 =B =
Image Properties
(1) Info
Image_0.jpg Renzme
File Type IPEG image
File Size 7959 KB
|++| Size
Width 540 o
Height 10594 =4
' Preserve aspect ratio
() Download Image

i =

L= G ol

ih

Image file name

Image dimension

NOTE: When adjusting the
width or height, always tick
the Preserve aspect ratio to
adjust size automatically.

Image file types

JPEG and GIF are the only extensions acceptable in SEC Filing, while
PNG and SVG are only applicable for non-filing documents (ESG, AR,
and SR). It is important to note that files with PNG extension for
filing reports will cause suspension on Test and Live Filing.
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SEC image file name requirements

Although Workiva automatically corrects the filenames of the images
in your document to meet SEC’s filing requirement, there are bugs that
hinder the system from doing so. For example, the system will skip
fixing the first occurrence of the special characters if there are two of
them in a row at the beginning of the filename. If the image is named
as __image001.jpeg the system will rename it with _ximage001.jpeg.
The Workiva team is already aware of this bug and is already looking
for a solution. In the meantime, kindly follow the SEC file naming
requirements to avoid test or live filing suspension.

To comply with the SEC requirements, here are the file naming

guidelines that we need to follow:

1. All characters must be in lower case.
2. Can contain both letters (a-z) and numbers (0-9).
3. Filename must start with a letter (a-2).

4. Can contain one each of: a period (.), hyphen (-), and underscore (_)
characters and must end with *.jpg, and *.gif. No other characters
aside from these three will be accepted by the SEC.

5. Only *.jpg, and *.gif are accepted in SEC filing. Any other file
extensions will cause suspension in Test or Live Filing (ex *.png).

6. Filename must not exceed 32 characters including the
file extension.

7. Filename should not include spaces.

Acceptable Not Acceptable
abc-image01.gif ABC-imageO1.jpg
abc_2023qg1-image01.jpg abc_2023qg1_imageO1.jpg
abc2023-nps.jpg 123_ABC_image01.png
a2023image.jpg _imageO1.jpg
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Correct way of uploading image to the document

Here are the different ways of uploading images to the document.

1. The most common way is Insert>Image and select the desired image.

& Il

Conditions Insert o
Table
] Image L
IC Chart p "

E Page Break

]

a¢ Footnote

2. The second way is to copy the image from its location and
paste to the Workiva document.

5 0 7
s == % | 8|9 @
Image Properties
@ Info
' ' icon_FPOMagentajpg Rename
FPO File Type JPEG image
' ‘ File Size 24.1KB
icon FPOMagen  icon_Gray_1jpg  icon_Gray 2jpg el Size
tajpg Width

Note: Do not copy and paste an image from a Word document. If
you do this, the image will become *.png which is not accepted by
SEC. Workiva does not prompt a warning when an unacceptable
file format is inserted to your document. Make sure to always
check the file extension in the image properties.

@ Info
image.png Rename
File Type PNG image
File Size 6.4KB
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Setting a page as an image

For instances when you need to set the whole page as an image,
note that the affected page should have its own section. This is
because the margins for this page will be set to O for all sides.

United Therapeutics NPS 2020
EFnxEaEEz+ 1T O

Front Cover
About United Therapeutics
Lead Independent Director'SLett...
Notice of 2020 Annual Meeting ...
Table of Contents
~ Business Overview
Our Business and Product Lif...
2019 Performance in Review
Sustainability and Social Responsi...

Sustainability and Social Responsi...

~ Proxy Summary
Voting Matters
Governance Highlights
Executive Compensation Hig...
Qur Corporate Governance
How We Select Our Director No...
~ Proposal 1: Election of Directors
Process for Selecting Directors
~ Board of Directors and Norni..
Norinees 25 Class Ill Dir...
Class | Directors Continui...
Class Il Directors Continu...

~ Board Structure

Board of Directors Leade...

=Therapeutics

cC O R P ORATI ON

2020

Notice of Annual Meeting
‘ of Shareholders and
Proxy Statement

¢ =l=lnlo =RIC]
Section Properties
A Layout
O SectionSize | Custom -
Width 824931
Height 1074931 in
Orientati.. 5
Columns Gutter
1
181 Margins
Left Right
NG |l
Top Bottom
A n oo in
Background
Color [
Image | @ Upload Image
= Preferences
ing
Section contains an EDGAR exhibit
index
Ignore page breaks before the end ot

~
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How to move an image inside a table

Moving an image inside a table or moving outside a table is not
doable in Workiva. The only option is to re-insert the image.

1. Download the image from Workiva. Downloading an image
will not affect the quality/resolution of an image.

2AF1 AT ISR D LRI

{ PURESTORAGE'

NOTIC -
MEETI
STOCH

3]

Insert Footnote

Split to Mew Section
Cut Ctrl+X
Copy Ctrl+C

m o ¥

Paste Ctrl +v

Delzte Image 1
Download Image

0

kK © &

Image Properties

DATE AND TIME= RECORD DATE:

Aprit2s, 2019

Onhy-stockholders-o

Section Properties.. of business-on-that-€
meeting-or-amy-adjo

Jun=20,-2099-at-10:(

Paragraph Properties...

2. Then re-insert to the desired place in Table.

| {C» PURESTORAGE

By
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Managing Live Charts

Can you place a live chart inside a table?

Placing a live chart inside a table is a Workiva limitation so we
need to set the section in multiple columns. Refer to How to set
up Multiple Columns section.

INDEPENDENCE TENURE AGE DIVERSITY
Independent <4 years <40 years. Female
Not Independent 4.6 years 41-49 years Ethnically Diverse
Column Break >6 years 50-60 years
Column Break >60 years
I -
Column Break

How to add custom label in a bar chart

1. To add special text on Bar Charts, select the chart and open
the chart data.

O Lorem Ipsum

\.

2. Select the value and go to the cell value formatting.
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3. Set the suffix of your desired text.

Formats

21 Value Formatting

Format (D Mumber -
Entered In Default (Ones) -
Shown In Default (Ones) -
Formulas «‘B Full Precision -

1 MNumber Options

Decimals 0 -

= Advanced Options

+'| Show leading zero

~*| Show thousands separator ()
Use alternate display for zeros
Use parentheses for negatives
Show numbers as word|s)

Show sign on values rounded to zero

Show positive sign (+)
Symbol Align Cutside -
Leader Nane -

Custom Prefix

Custom Suffix of 11

«| Row and Column Size

width 75 Fit

Height 16 Fit

Leader Mone

Custom Prefix

Custom Suffix af 11
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How to insert label at the center of a doughnut chart

1. Add entry on chart data.

A S v

8 Independent g
0,
80% 2 Non-Independent 2
Independent 80%
Independent

B 8 Independent

2 Hon-Independent

2. Display the pie label on Chart Properties.

s
= | @ | 3 »
h . ol
art Properties g
&
~ Jll General = - {B SIICES
Title ® o]
Width 230 [ | E
Height 150 ﬂ /
@ All
s ®
= 8 Independent
L
poushnutrice = 2 Mon-Independent
308
v (& Slices
e Independent
All
/
B independen Show Label @
2 Mon-Independent
s0% \_
Independent
®
]
Value .
Percent 9
s
-
Label Width Ao | m | o
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3. Adjust the label to your desired size.

4

Arial
B|{

80%

Independent

B & Independent
2 Hon-Independent
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Frequently Asked
Questions

Here are some frequently asked questions.

Q:
A

Who is responsible for linking?

The team can preserve existing links in the
document but creating and editing links should
be done on the client’s end.

What font should | use?

Workiva has a list of supported fonts that you can
use, you can check it here: Supported fonts —
Support Center (workiva.com) In case font is not
available in your workspace, contact your Workiva
CSM to request the fonts to be added in your
workspace. See Appendix for font example.

24
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https://support.workiva.com/hc/en-us/articles/360035640072-Supported-Fonts
https://support.workiva.com/hc/en-us/articles/360035640072-Supported-Fonts

Appendix

Font samples available in Workiva. List may be updated from time to time to add new

fonts. You may also check this link: Supported fonts — Support Center (workiva.com)

Aachen* Ebrima Livvic* Prompt*

Abri Barcode 39A Effra* Lora Pridi*

Adelle Sans Electra LT Std* LTC Law Proxima Nova*

Adobe Caslon Pro* Equip* Lucida Sans* PT Sans Pro

Aldine 401 BT Eurostile LT Pro M XiangHe Hei SC Pro+ PT Serif Pro
Condensed

Alright Sans* Exo 2* M XiangHe Hei TC+ Raleway*

Amiri Fira Sans* Mada* Recta

Apollo MT Std Forum Malgun Gothic Red Hat Display

Arial* Frank Ruhl Libre Mark OT Roboto*

Arial Nova* Franklin Gothic* Maven Pro Roboto Slab*

Arial Nova Cond* Frutiger LT* Meiryo+ Rockwell MT

Arial Unicode MS Frutiger Next Pro* Meiryo Ul+ Ronaldson

Asap* FS Albert* Memphis LT Medium Ropa Sans PTT

Ascender Uni FS Brabo* Merriweather* Rubik

Assistant* FS Emeric Merriweather Sans Sabon MT Pro

Atkinson Hyperlegible FS Me* Meta OT* Saira ExtraCondensed
Bold

Avenir LT Pro* Futura* MHei HK*+ Saira SemiCondensed*
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Avenir Next LT Pro* Gadugi MHei PRC*+ Sanomat*
Axiforma* Galano Grotesque* Microsoft JhengHei*+ Sanomat Semibold
Barlow™* Garamond MKai HK*+ Sarabun*

Barlow Condensed Gentium Basic Mincho B+ Scala Offc
Medium

Batang Regular+ Georgia Mincho E+ Scala Sans Pro*
BatangChe+ Gibson* Mincho L+ Segoe Script
Bauer Bodoni Pro Gilroy* Montserrat* Seol Sans*+
Bebas Neue Gill Sans MT* Montserrat Alternates*  Sora*

Bembo Good Offc Pro* MSung HK*+ Source Sans Pro*
Bitter* Gotham* MSung PRC*+ Source Serif Pro
Bodoni MT* Gotham Narrow* MS Gothic+ Space Mono
Book Antiqua Gothic A1 MS PGothic+ Stag*

Bookman Old Style GoudyOISt BT Muli* Swis721 BT*
Brush Script MT Granjon LT Std Museo* Tahoma

Butler Graphik* Museo Sans* Tarsus

Cabin Grotesque MT Light Myriad Pro* Tazugane Gothic+

Caecilia LT Pro*

Guardian Sans*

Neue Haas Unica Pro

Titillium Web

Calibri* Gulim Regular+ Neue Haas Unica Trade Gothic*
Pro Light

Cambria Helvetica* Neue Haas Unica Trajan Pro
Pro Medium

Cambria Math HelveticaNeuelT* New Baskerville ITC Pro  Trebuchet

Candara Helvetica Now Text* NewCenturySchlbk LT ~ TT Hoves*

Caveat* Humanist 777 BT* News Gothic TT Norms Pro
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Celeste

IBM Plex Sans*

News Gothic BT

Tw Cen MT Std

CentSchbook BT* Impact Nexa Book Ubuntu*

Century Gothic Inconsolata Nexa Extra Bold Ubuntu Mono

Clan Pro* Infra* Noto Sans Uniform*

Clearface Gothic LT* Inter* Noto Serif Unit OT

Comfortaa* Interstate Condensed Nunito Unit Slab OT

Corporate A* ITC Avant Garde Pro* Nunito Sans* Univers LT*

Corporate E Light ITC Charter Com* OCR A Extended Univers Next*

Corporate S* ITCFranklinGothic LT Open Sans* URW Geometric*
Pro*

Courier New ITC Lubalin Graph Std*  Optima LT Pro URWGrotesk

Dax* Kalam* Optima nova LT Utopia*

Dax Pro* Karla Oswald* VAGRounded LT*

DIN* Kievit Pro Overpass* Verdana*

DIN 2014* Klint Pro* Palatino Work Sans*

DIN Next* Lato* Playbill ZapfCalligr BT

DIN Next Rounded Legacy Sans ITC* Playfair Display Zilla Slab*

LT Pro*

DFKai SB+ Leitura News* PMingLiU+

DM Serif Display Libre Caslon Text Poppins*

Dotum+ Libre Franklin* Praxis Next

* Font available in multiple weights
+ Font supports Chinese, Japanese, or Korean
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About Labrador

We are a creative communications firm offering end-to-end, in-house execution capabilities.

Our experienced and passionate team is composed of attorneys, designers, project managers,
thinkers and web developers. We collaborate together around a process that encompasses
drafting, editing, designing and publishing across all digital and print channels.

We are thrilled that communications prepared by Labrador have contributed to trustful
relationships between our clients and their readers, whether investors, employees or other
stakeholders.

In turn, our commitment to our clients has resulted in meaningful long-term relationships with
some of the most respected public and private companies in the world.

Labrador Group LS

530 Means Street

Suite 410

Atlanta, GA 30318 LABRADOR
(404) 688 3584 Transparency by design
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