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For reloc<lti( n (·xpcnscs to be paid, the employee's 
,... rk location must be more than 30 miles from 
h: ~. her :urn'nt homt.' clnd the new home must 
bt' ... t I(-,l'it 0 mil('; cios('r to thl' new work 
loc )tinn, 

r II r 
An t>xtlanClt on of thl c. Jrrl'nt policy is enclosed 
, .. ··th 111 J. b 01 tl'T for l'mployt'l'S who live morl' 
than ;0 mlips from ·heLr wOlk lootion. 

f,. a' ; 
E)(c~?1 L1 unU! utll C II. Lmsl.11 :('s, or ,\'hl'n an ex, 
tf'nl ~I tr,:JrLl ~ per od at c:= loc:}t on other than 
t~l" II ."pkw~e '5 work location is involved, ncwl)' 
h:lre ef:1"loy" ·,s HI: l'xi~cte J to nove ""ithin 
tha' .. r." nths of 'lelr date of hire Approval to 
x end t'- : p '101 beyond t tlrc'" nonths must '1{' 

~IV -, bv t lC :o!"t center :n.1nager. 

I ~ ~~ lJ u.:'11crs 
P"lY,rllCnt .... ~ GlIII.,:-location expenses with support
.• 1j'!.IJ"lVOh':l'S, rt'Cf'lpts and daily expense vouchers 
If ap:':ov-'d 'y t',e lcoming pt.'rsonnel reprc-
;(' ·tattvp lOd mcol1lin~ cost Cl'ntl'r man"lger; 
payllwnt IS m,lde by til(' Finance Department. 
>\pprowd voucher.-; should be suhmittl'u to the 
Employee Expl'nSt.' Oep<lrtmC'nt in M.lynard for 
paymC'nt within tW() wecks of the expense being 
mcUl red, 

I 1- 1C 

C.,·sh uivdnc 'S to "t'wIy hired l'mploYl'Cs arc 
~adf' W' th ilpproval of the personnel repreSt'nt~1' 
I'.ve :nd thl' co~t l~~ter man.lgl'r. The employee 
IS ;>dvanceJ a suftlcll'nt amount ot money to 
ro\"o trd\'l'i ll"d temporary Ii\'in~ expens<:s. 
AJv:lnces lrc krovided for reimbursable items 
1nIv A~vances must he ci<.'arcd by submitting 
lppro~,natc vouchcrs within 1\"'0 ' .... eeks of the 
completion of thl' move. 

tl' ... ·/11111' rl lJ.-

Expenses for one "ound trip for the empIoycp, 
-pouse and chdun'n to the new location fOf pur
post's of hou~'hunting are fl'imburscd. ExpcnsL'S 
covered Me Iimllrd to travel, lodging, meals and 
childcare (if children arc not taken on house
~u~tin~ tripl. Houschllnting trips are normally 
limited to 5 dill'S ~lt the new location. The Busine.;s 
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EXP<'n~~ Policy {S.ll J provides guidelines fOf all 
expcn"l's. The pUrpOSl· of the househunting trip 
is to enab!l'l'mpIuyees 10 m,lkc ')fT.lngemcnts 
for permanl.'nt ,lCcommodations which should 
reduce the nced for tcmpor.ll)'!iving. 

For moves of less than 60 miles. househunt· 
iog l'XpenSl'S JI'(, not r('imbllrscd. but tht;' employee 
rcceives .l flat sum of $100 for hotlschunting 
f('l<lteu expenses. 

T 11 ~J 1'1'1"'/I-!5 -'1 nlllre i'O fl~t ''''", !oe,ltIOtl 
All ('xpens('s for tht, rl'iocating employee and 
fJmily should follow the Business Expense Policy 
(.5.11l with the exception of <1UtomobiIe mile~t' 
dctJill'd bt'lmv' 
• I~ the ('mploy(,(, mOVl'S from the old location to 

"',e new kK:.ltion ~v .lUtomobile. reimbursement 
s maue at the currenl bu,iness mile.lge rate 

A rdoc"ting employt'l' is expected to aver age 
3.50 miIC"- pt'r day 

I -",p, r,-ry ,'; .'g 1t II ~,'oc Itl~'1 
Relocating employees <lfe eligible for tcmpor.lI)' 
living reimbursement when they move more than 
60 miles and ,1re unable to move directly into their 
perm.ln('nt rcSiUl'nCl'. 

Empl,,)"l'cs .1(companiro by their family will 
be reimbursed for temporary living expenses 
lip to 30 J<lYs. 

Empi<.,yces who clL'ct not to bring their fami· 
\ies to the new 10e.lIion for tl.'mporal)'living will 
t"l{! reimbursed for l'xpt.'nses incurred for up to 
60 d.1YS. In addition. rending occupancy of the 
new homl.'. the employ('l' is reimburS<-'d for up to 
onc week ot tl'mporary living expenses for the 
fJmily dt the new location. 

Rdocilting emplo}'et's should contact the 
IOcoming Personnel Dcpartnu'nt for approval 
,)f tempor.ary living fadiitil's, CClmpany leased 
facilitLl's will be used for tl.'mporary living when 
,md if thl.'Y are avail<lblt'. 

"ctuil! and n:<l!>onable expenses for the 
l'l1lploYCl' <lnd accompanying family members 
,lrl' reimbufSlxl in .lCCord<lflce with the Business 
ExpenSl' Policy {S.lIl. In addition, the following 
expt.'nscs Me r<"imburscd: 
• A fC<l!>onab!e number of tclephon(' calls relating 

to re.ll estelte .md home to spouse or family. 
The comp<my tieline network should be uS<'d 
when ros~ibll' to reduce costs, 
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,o\1i:2 ; ... ~ r("II,1'-;lf5f.'HI.! ,J' 

for rdoc.lllon eXJX'nses to be paid. the employcc's 
worJ..loc.1ticlO must be more than 30 miles from 
his l")r her current home and the new home must 
bt.· at least 10 miles closer to the new work 
location. 

Llctt1J~~, f" Itcv 
An explanation of the current policy is enclosed 
with all job offers for employees \ ... ho lin mOfe 
than 30 mill'!> from their ' .... or).. location. 

" Wli'l oj rt- Ie tl4 I! 

Except In unusu,ll circumsl anct'S, or wh.~n an l'X
It'nJed training period at <liocation other th.ar 
tht., cmpJoYl'e'S work location is involvoo. newly 
hired employee'S IUC l'Xpected to move w~thin 
thrrc months of th('if date of hire. Approval to 
e:xtl'nd the period beyond three months must ~ 
given by the cost center mana~cr. 
ltJP~. :11 ·f f"l?H . ,11 , • 11 ~,., -k (lUI I 

Payownt ot all relocation expenses with support
ing involll'S, receipt':> .md daily expcnse vouchcrs 
IS approved by the incoming personnel repre· 
sentativc and incoming cost center m,1nager; 
paymt'nt i~ made by the Finance DcpJrtfll('nt. 
Approved vouchers should be submitl('d to the 
EmploYl"<.' ExPl'n~ Dl'partmcnt in Maynard for 
payment within two wl'Cks of thl' expl.'IlSl' being 
incurred. 
L"I~-11 neil 11 ·c 
Cash <llh.'.mces to m:wly hired emploYl-'('5 afe 
made with approval of the personnel rcpresenLl
tiv(' .md the cost ccnter manager. The cmplo),l'C 
IS Jdvanceu <I sufficient amount ot money to 
co\.'(·r travel and temporary li,-ing expenses. 
AdvanCl><; arc provided for rcimbursable items 
only. Advancl!s must be cleared by submitting 
clppropriat(· vouchers , .. ithin hvo wlocks of the 
completion 01 the move. 

H, ~-'lll"ltUl< I',p 
EXpl'ns.t'S for Ont.' round trip for the employee 
spoUS(.· and children to the new location for pur
poses of houSl.'hunting are reimbursed. 'ExI-X'nst'S 
covered are limited to travel. lodging, meals and 
childcare (If children are not taken on houM'
hunting trip). Househuntmg trips are normally 
limited to 5 days at the new location. The Business 

I 

Expense Policy 15.11) provides guidelim's to: ... 11 
(xpcn!>CS. The purpO'iC of he how~ lUI tirg tr p 
IS to enal-oil' employees to make arr<lngnmcnb 
for pcrm.LInent accommodations which :;h(luk 
redun' the nrt:o for temporary liv ng 

For moves of Il'ss than 60 miles, hI usehur' 
ins:: expl'n~s Me not reimbul"Sl'd, but the e 11,ll Vl'~ 
rl'Ceivl:5 a flal sum of Sl00 for hOllSl'hunl ng 
fl'latcu l''I(pen~5. 

Tn11 ~I t' tJ -J' uti' fl.; t'· I 

All expensE'S "or the relocating employet' and 
f amilv should follow tJ-o,.. Rusin~s [x )en..: ali, 
(5.11 i \'I th the l'XCC:"ltiol" of :lutomobile nil{'ag{' 
detailed :lelow: 
• It the empto}'1X' moves trom ~ ld toc .. tll .... n 

, :~t. nc'r\- .OColtion by JutomClt->i.e 1r.'1 ur . ncnt 
s [1";1(:e at the lITcnt csinc'5s r.::~ a~e rdle 
,\ 'clocatin):'~mployC'Cjs{'xpe 'cd 0 av_ ~ ... 
t')() mi es per day 

, " r •. v • 11 1: ... Ie ". 
Relou:ting emploYl'C':; lTe e l gi~l(' fOi tf"rnpo", ry 
Iivin~ reimbur5l'ment when they move nOI "n 
60 -niles <md ar'" JI ablr to "Ti0 ........ dn ('ctl)" 11"to t .~·r 
permanent rl'5idence. 

Employees .1ccompanieu by t!""lr 1mllv w I 
b(' rC:lmbursed for temporary living expensc) 
up to 30 d,1YS. 

EmploYl,(,s who elect not to bring their fami· 
Ij{'s to the n~w lociltion for temporary living ..... ·ill 
lX" reimbursed for expt'nscs inctlrn.'d for ur to 
60 days. In .1ddition, penJing occupancy 0 the 
new home, the employee is n.·imburscu fc"· up to 
one week of temporary liviM expensco c ~c 
t~mlly at the new lociltion. 

Rl"lOl.lting cmploy(.'Cs should conti:lct th(' 
'ncoming Personnd Department for appr"lval 
ot tl'mpor.ll)' Jiving facilities. Company Ic.:s(' I 

tlClbtil's will be UM'd for temponlY iv- ng wilen 
,lOti if thl'Y arc availJ.blc. 

Actual and reasonJble expenses for ... 
.:mplo)'t'C and accompanying family member... 
.lrl' reimbursed in accordance \'lith the Bcsim',s 
Expense rolicy (5.11). In addition. fhl.' :ollowiJ'lg 
expt'nSl'S .lre reimbur5.Cd: 
• A reason.lbl{' number of telephone calls relating 

to rcal ('Stall' and home to SPOUSl' or family. 
The company tieline ne"' ... ork should be used 
v,hen possibll' to reduce ,:OSt5. 



• Chile ... lrt' -ec,-"lpl reqUIred 
• L une rv I-(,C( p: rccuire: 
• Bo')r ..lin£, ot t-nw,."holl pets I receipt required) 

.V·ll n emploYf'l'"5 ive 10 tempol ary .3part· 
I.' 11~ 11'tu.!1 and rea'Sonal'll' ('X",~m,:'S .are 

nbUlsc ... 
IT ioy 1.'S wilt S(~)r with if ('~u:; llr n:. :..ItivI..S 

ur"b rnpOlllY iv ng .1re c:uthOl'i,:(',,; cl't. m 
I urp'll{'nt 01 \. P ':0 5;:0 . ,'r '.IV to Ilrovlde ':If' 

1"-0:- with :.: i~~ 1111;(' n -:~ lyiru; the OIdditional 
xpen _ f roc tr _nJ bO']I .. i fOi the l::nployee 

IJ lmll y 

fit· 

Dill ng the peri( d nf tl'mpor.ry living.empll"lYl't'5 
\V l( bl"h It'lf t<l111Jies wIth them aft' allowed 
· ne fO. nd ift to ! ht.·ir old 10(: ltion I tr.1nSport,l· 
,., onlyL <)l'~'ond rOl,lnd 'riO!, to tht.' fonn('r 

OI .. tH n qr.-' "( llIV~ln("e .:lpprov 11 of the 
IImployec., cos ,'cntl'r l;lf'ager. 

-'1 oy 'c;; whe do nol 'm g thclI fdmlilC's 
w tJ~ I lem dunr~ ten por lIV 'jvlO~11'~ re ':11 

• :d t, C expenses tor '\"oun, trips· .. "l the former 
()( £,tl n c:c .. iin~ " the Bu: ness [xpen5~: PC'I cv 
'_11 pro" dt'dthclt ley It'enot -nOl·~·:I.'Ci.ue.,t 

;11 0""":(' eve -y ce we I' II cldJitu ·n, pcndin~ 
:("U-'--1111 i f the "l"W ,e rf'O th(' ertI1o\'t."es 
~;rr_bUl i for up to o"e we:.' of t('ml~onIV 
VI:").; C'"II:p<: ;{' .. ~ r the lmily ~t ',: "'I'"",' ocatiO:"1. 

, 
[J ,ul.nc .Jte rc.lrrc-tal xp"-sc'lI·~~:iI'''ctiy 

dl(l ~y Digl; 11, all r ~ c:' . must -~ submittrd on 
'" " 1.I1V ,ud VOl 'PI and ,ubmJlted with thl' 
'If pr t r ilte we~" 'employee Pi.11J ex: I(>ns.c 
V' uch~ ~. 

'1'\. ,: 'n' 
., ~, l 

f)"c~'lrst of "lormCiI hOi.lsehold goods anJ pcrS(ln<Ji 
~ffe :ts. 111' pOltation of those itt'ms from the 
lellc, lion tv the n{',vloc.ll :on •• 1OJ unpackng 
f ""'sc t."s <It the :"\cw .0Clron is paia :"V 
>ig tc: II It .. ne :('"jsarv to store those items 
ur ng -.. nov,'" handh~ ~nd ,JI' to 30 d.1Ys of 
t.,r Z(' arc l.1S(' paid. Tips to mOVe1"'5 ,n e rot reim
ursed_ uc to . '14 l-i~, C('Ists ~ ,I moving :10Use 

~;)Ic goO(' Digll1i l.:rges rdocatmg cmpll)yee<; 
-- di:>Clfd 'I unu!·.able ;ten ., :1]101 to the move 

I-- 11;" ,(I vd· 
CoC'1er<Jlly e'"1plovl·t.>S are eXf'('Cted tr\ tr.msport 
thei] pets will. them In their personal automol-oile 
When liS 5 not pOSSible, Digital reimburSl's 
l'rnr loyct'5 :'or tnnsportalion costs and the rental 
ot 1 nece~SJ.rv i"lllline c.lrrier. HouS(·hold pets 
cl.re defined as smull animals which live in the 
homl'. em-I lor tr,msport.ltion of lar~e animals, 
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such JS hOI'Sl'3, is not n'cmbursable except .1<; 

provldf'c! for trailer. below. 

p. 'I I" II 

Re,)SOndl">k' expenSl:S ior the shipment of small 
bC'oll-. fup to 16 II. in length) .and small fCCTC

.1tll'n.,1 vehidco; (up to 2.000 IbJ arc paid by 
Digital. Any ('XC('SS charges are paid by the em
ployee, It the l'mployel' to\.,·5 a trailer or a f('(n·· 
dtional vehicle to I he nl'W location. 5 ccnts per 
mill' !s ,lulhor:z{,d te be addl'd to the standard 
:-el('Cll :0" rate 

V . r .'rJI'IW I! 
Digital pays for connecting Jnll Jisconnl'cting 
major appli;mce~, such ~lS washers and dryers. 
No feimbur5C'mt'nt is made for improvements 
to <1 home, such .1S Installing a gas lint' or an 
dl'ctric OUtil't 

C:;l;~ ,il ui/jw:"" 
[tl'm" that rl'4uin..' special handling and/or ship
pmg .11'(' Ire.]tl·d ,1'> ('xccp1 ions to the policy as 
outlined 'n :hf> '"exceptions" selilon of this policy. 

J, ~ /, HI , ':li ." 

1 J'lSlm~" All Digital !ihipments within the 
tnited Stat~ dre lO~ureJ by .In outside' In

sur,mn.: firm called h.mk B. Hall, Inc. 
2, F.;lil:g c1aim(sr Included in the Relocation 

Kit I;' .1 HOUSl'hoid Mlwe Relocation Brochure 
,md ,1 \ '(1v('r lettcr with d ci.lims fonn from 
F, ank B. Hall. Inc The Agl'Ocy hastive rc
~ional oiti<:es the employee may notify clnd 
JC11 with iJ"\ compll'ling.l fonnal claim. Under 
no clrcum"tann'S should thl' employee fil(' ,1 
formal d:lim with the movin~ company 

3. COl'cnlge- The l'mrloyee's hl.1useho!d goods 
items .1fe insured for replacement cost less 
dl·prl'cI<lIion. (ovl'r,lgc per mow is for claims 
up to $50,000. This e1iminatl's the pos$ibility 
ot undt'rinsurin~ <md guaranll'!'s coveragt' tor 
the ~hipmf'nl HoW(,-'v('r, it the employee tl'eis 
,1lIdition<11 (ov{'r.l~l' is necessary. contact thl' 
Hnu5('holJ Goods Rl'locJtion Oepartm('nt 
in ~('Irthboro. This additionJI insurance coverage 
costs ~3 pt.·r 51,000 ot value coverage and is not 
f('lmburscd t .. v Digital. Digitcll will pa), for IN> 
,lb. \ve-mentloneJ SSO,()(X) covCr.lge. 

Tht' employee 15 covered for all physical 
loss and/or di-1magc to hlslhl'r household goods 
up to the limit dt'Cl<lrt-U for as long as those goods 
are in th£' cllstody of the move!". Included I~ m
~uranc(' for up to 180 days if the belonginrs arl' 
put in temporary '>torclge_ 

Thl'rl' is no cover.lge for money. coins, 
jl'welry, \"'.Itches, precious stones, personal pa
pers, animals, or "inhl'f{'nt vice" I defined as 
adjustments to hnc-tuned eqUJpmcntl_ 

Thi~ cov{,fage applies only for relocating 
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domt'!:ttic hou5l'hokl ~oods. International house-
hold movcs are insun'd via thl' moving company. 
For c\.lims on inh.'lTlationaI movcs, the HOllsehok: 
Goods Dl :"artmcnt n :\orthbor('l should :-,e 

contJctL...J. 
De!' Jer J 11 gl o~ 
Digital pay., only for t :'f' COSI of rcgular wl.'e!.d.1y 
delivery of goods. It the cmploY;'l' must move 
oul d thf>ld home (If into the new home over 
c:: w('('kend, ,any additional (hargl's arc also paid 
if prior ... pproval is obtained from the incoming 
personnel rl·prl·~nt.lt;v(' and the incoming cost 
center mlln.lf,cr. 
J ran .. ".. r.,~j on )f ,"urol O: .• u" 
II .l Di~it.ll leased automobdl' will ~ provided 
to thl' l'mployce, tht.' tr<lO~port.ltion of one per
sonally o\ .... m·d automobile i!. paid. If no Digital 
il'aseu <1ulomobile is involved, transp<'rtation 
ot up to 1\ .... 0 p(.'rsClnJlIy owned automobiles IS 

palfJ. Automobiles m.ly either bE> driven to theIr 
:"1(,\,' location or c;hipped. It an ~lutomoblit's to 
be shipped. the employee should contac- the 
HOUSf"oitl Coo<.is Relocation Department in 
~orthbOl'l to :etl'rmine the method of shlpm~nl 
Gener,lily the f f"[ .1uto is racked in thl' van 
.mo ] S('cond .lUto s se..,t via other means. :"J(Io 
van expense for .automobiles IS ,mthollzC1.' ""'r 
mo\'L's of ll'Ss than 350 miles. 

Digital Joe!> n()t ray for charges in excess ',' 
the n'~<lil V<l)U(' 01 the automobile .It the time of the 
mo\'e. a!' t.:e~t,"; ..,ined by the current :,\ADA r('tail 
value. If thc emplovet.' chOOS('S not to move a lJr. 
no 10~5C's on the ,aie or ':he I'ar .arc reimhUTSl'd, 
\1011llr Ilorl..'J 
If an t.'mrlo}'l·'~ primarily r('slut's 10 ,1 mobile home 
and \V,lIlts to moVt.' It, the costs involved to dis
connect. transport and install the mobile home 
<lrc paid, DigitJI's Hou~'hold Goods Relocation 
Department in ;\;or:hboro assists with details n 
such ,l mo\'c. 

l1"~' (0 IlIltra",,'h ";0:'(' 
VVhen the rdoc,llnn has been approved, the 
employt't· should (ontold the Hous<'hotd Cotlds 
Rdoc,ltion Department in :-':orthboro which 
schedult"S the move through a uesign.ated van 
line, A rcpre~ntative of the van lint' contacts the 
emploYl'l.: diref:tly to make .lrrangements for an 
esl'mate. packing, and loading. Qut'stlons regard-
109 tnt' actual move should be dirl"'Cted to the 
Hou5('hold Goods RdocJtion Dep.lrtment in 
l'\orth!'lnro ('If the van lint'_ 

5uli', f"un. '.an? Ql1d lcns£' of reSidences 
"'-If' 'lI1d plln)lrlSC f ':5,,1,,11 :"'5 
Digitai docs not providt' linancial.l5Sistancc in the 
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S<lll' or purchafc of homes for newly hired 
,~mrlovees. 

L l' L II; ,d'4 ,: 'ltlJ'r' 

If)!' t:mployce I!- '"etl' irPI to term!l ate a ease 
upon -:TI(Ioving. DigIt a '-eimbuf<.;('S him/her fOI Ip to 
three 'lnths rental fe~~. A copy ot the le1Sf' or 
dnLdr dacume Itatlon s required. 

." .1 I" l.i c: till' a,It II'r f r:--YJ 
Under tht· current loS. t.ax laws, ,)igital must 
rq)("1rt all '('Iocation p<l~'ments ,lOd reiml:oursc· 
-lll'nts to thc U.S. Government br <ldding those 
payment figures to thl' employl'{,'s \\,2 Income 
Stolteml'nt. i\'!ost of these parmcnts, howl:\'(·r, are 
tax deductible .mll cun bc ueuucll'd rrom c<lfl1iru;: 
when the employee files pcrson<li income tJ.XCS. 
A brcakdown w'th a'lditlonal information is 
turnishcd along wit tlP employee' .. WZ "onn 

J t: r.'1a.; 
Any x[X'nSf! l T whi(l 11'" .. nph,y' 't· is ~;mbuI:;(,"':', 
ot~· . l<1r 'llcntlCnc 11 (.1\'(', Includmg dmounts 
tWCllnl.. ]1 ',ve the "mil 'Jlentioned above mus' 
1Jc repol !eu .. '5 tax.ll1'e ncome from w'lich inCllrT'IC 
taX(.'~ rTtust be wthheld. ror 011 e1ocation rei",' 
burseml'nts '!.ir which \'.'t' \'\·ithhold rederal ':tXl'S 

(e)(t:epl the l'lterest Differential nlYIr~nt). ' .,. 
emploYl'l' 5 given 111 additional arnounl )f mOFy 

to assist Wit'liSI her tax liability, The <:t.... UJ] 

.;:nount IJf lX adutT IS dctermined byconsit;,~~ing 
three fat.::or,; t 1e t'mplo}'(,(,'s salary indudinl', 
oVl'rtime. the '~rnploy{'e s marital status, Jnt! thp 
totJl amount of taxable relociltjon payments tholt 
hehhl' fl'Ccivcd in 1 givcn calcndar year. T<lX 
adders Me CJlcuiJtcd .mti applil'd to the employec'f. 
sJlary nl'ar thc enJ of t'ach cllend,lf year, 

t l.ce;. t c u' 
U an cxc('phun to t;ll~ reloCltion policy !s 
nCCC5salY appnwal of the cXct'pl'on rests wit.., the 
'nco",ing plant, product or regional m.mager,lf'lli 
tfooi'" mC0ming pt·rsonnd manager. ExcC!': ions n 
l'xcp'--s of 5500 require the approval of the group 
pc~onncl rNlIlagcr Any {'xcept1on shoulci '1e 
approved prior to "e t'",plcwE't' incurring' '1l' 

exPJ.'Ose. 
Anyone who authOrizes an exception to thIS 

policy must submit the proper exception foml with 
,l voucher to tht· Employee Expense Department in 
~t.lyn<lrd, A file of exceptions is m.aintained in this 
dl'partmcnt and is available for rcview by the 
Fin.mcl' .and Administration Committee, 
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