Gift of Time (Vacation Donation) Policy

Best Buy was created by ordinary people accomplishing extraordinary things. In support of this
culture, we have a policy that enables employees to donate their vacation time to another
employee in need of time off from work.

Applies to
All Best Buy U.S. full-time, part-time, and occasional-seasonal employees, including
subsidiaries whose employee information is on the Oracle HR System.

What it is

The Gift of Time Policy provides our employees the opportunity to assist another employee who
is facing a personal, serious illness or injury or caring for an immediate family member who has
a serious illness or injury. Specifically, this policy allows multiple employees to donate a
combined maximum of 4 weeks of accrued vacation time to an employee when the receiving
employee needs time off that is not otherwise covered by any existing time off benefits.

Ineligible situations
This policy may not be used in situations in which the employee who would receive the
donation:
¢ |s experiencing a normal pregnancy or common illness (cold, minor surgery, sprain, etc)
e Has an illness or injury covered by Short-Term Disability (STD), Long-Term Disability
(LTD) policy or Worker’'s Compensation benefits
o Has other paid benefits that apply (state paid family leave benefits, etc)

Eligible situations
This policy can be used for occasions when:

e The receiving employee has a serious illness or injury (such as cancer, serious accident,
major surgery, AIDS, heart attack, etc.) that poses a threat to life and/or requires
inpatient, hospice or residential health care and the employee needs time off.

e The employee is providing care for an immediate family member (parent, spouse,
domestic partner, child, step-child, etc) who has a serious illness or injury (such as
cancer, serious accident, major surgery, AIDS, heart attack, etc.) that poses a threat to
life and/or requires inpatient, hospice or residential health care and the employee needs
time off.

e The receiving employee has exhausted all of their paid time off (Vacation, Personal
Holiday, and Absence) before receiving donated vacation time under this policy.
However, the receiving employee may initiate the vacation donation request process in
anticipation of exhausting their accrued paid time off.

e The receiving employee is not covered by or is eligible for Short-Term Disability (STD),
Long-Term Disability (LTD), Worker's Compensation or other paid leave benefits when
they receive the donated vacation time. However, the receiving employee may initiate
the vacation donation request process in anticipation of the expiration of such benefits.

How it works
¢ A donating employee can donate a minimum of 4 hours and a maximum of 40 hours to
an employee in a rolling 12-month period. Donations must be made in 1 hour increments
(i.e. 4 hours, 5 hours, 6 hours, etc)
e Only previously accrued vacation time may be donated. Donations must be made in the
form of time off from work and cannot be “cashed out” for the equivalent dollar value of
that time off.
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Donations will not be reversed. By signing and submitting a Donation Form you are
approving HR to remove the time from your Vacation Balance.

The receiving employee can receive a maximum of 4 weeks of donated time off in a
rolling 12-month period. The number of weeks allowed is based on the length of time the
employee needs to be off of work to care for their serious illness/injury or their immediate
family member’s serious illness/injury, which may be less than 4 weeks.

The number of hours paid per week (up to a maximum of 40) will be based on the
average number of hours the receiving employee worked per week for the last 12 weeks
that the employee has worked preceding the initiation of the donation request process.
This calculation is primarily for part-time employees whose standard work week may be
less than 40 hours.

Donated vacation time may be received from multiple donors. There is no guarantee the
full request will be filled as the hours received is directly based on the number of hours
donated.

Donations are received on a first come, first give basis. Donations will be denied when
the receiving employee reaches their maximum donation amount.

Donated vacation time will be transferred on a dollar-to-dollar calculation rather than
hour-to-hour based on current rate of pay at the time of transfer. (Example: the
employee donating gives 4 hours, which is multiplied by their hourly rate of $10/hr for a
donation equivalent of $40. The receiving employee’s hourly rate is $8/hr. The donation
equivalent of $40 is divided by the receiving employee’s hourly rate. They receive 5
hours of vacation time because of the dollar-to-dollar conversion.)

Time off donations may cross all departmental boundaries within the Best Buy U.S.
organization.

Donated time off cannot be used retroactively (i.e., for pay periods prior to receiving the
donation).

Donated time off cannot be cashed out.

The donation process
1. The requesting employee, or their supervisor, or their HR Manager must submit a

Donation Request Form to initiate the vacation donation process. The request form can
be found on eGO and eGO From Anywhere by searching for key word “Gift of Time”.
The HR Support Center will review the Request Form and communicate next steps
appropriately with the employee, supervisor and HR Manger.

The need for donations can be formally communicated by the Supervisor/HR Manager if
the receiving employee approves it. If the receiving employee does not approve a formal
communication, potential donors would need to be contacted about the opportunity to
donate via “word of mouth” based on the employee’s direction. These two options are in
place to protect the privacy of the employee. Please contact the HR Support Center with
guestions.

Donating employees will need to complete a Gift of Time Donation Form, found on eGO
and eGO from Anywhere by searching for key word “Gift of Time”. A Request Form must
be approved before a Donation Form will be accepted for an employee.

Gift of Time Resources/Forms (see “Policies” on eGO and eGO from Anywhere)

Gift of Time Request Form
Gift of Time Donation Form
Gift of Time Collecting Donations Template
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Checking vacation time balances

Donated vacation time will appear in the standard Vacation category on the receiving
employee’s paystub and on the ePayroll Web site as soon as administratively feasible.
Receiving employees can also check their Vacation time balance by logging on to the eGO HR
Support Center Web site. Click “My Profile” in the upper left corner of any page. The vacation
balance will appear on the right side of the page under “My Information.”

Using donated vacation time

The donated time must be used for the employee’s need to be away from work for the care of
their own or an immediate family member’s serious illness or injury. The HR Support Center will
submit the vacation time to be used as soon as it is received such that the employee can
receive the financial benefits immediately. If the employee’s need for time off is in the future or
intermittent, the HR Support Center will work with the employee to be sure the time is submitted
appropriately.

Leaving the Company

Receiving employees will be paid for unused donated vacation time if they leave Best Buy
before the time is exhausted. Vacation benefits will not be paid during any resignation period to
extend the employee’s resignation period or time of service with the Company.

Additional Resources (see “Policies” on eGO and eGO from Anywhere)
Vacation Paolicy

Medical Leave of Absence Policy

Personal Leave of Absence Policy

Family & Medical Leave of Absence (FMLA) Policy

Personal & Family Support (see “My Benefits & Time Off”)

For more information
If you have questions regarding this policy, please contact the eGO HR Support Center at 1-
866-MY-BBY-HR (1-866-692-2947).
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